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POSITION DESCRIPTION

STATUS: Exempt
DEPARTMENT: Geographic Information Systems

JOB CODE: 49

JOB TITLE: GIS/Address Coordinator

DATE: March 31, 2006
REPORTS TO: TBD
LOCATION: County Courthouse
APPROVAL:   

GENERAL PURPOSE OF POSITION:

Perform a variety of technical, administrative and management functions in initiating, maintaining and updating the County Geographic Information Systems.

SUPERVISION RECEIVED:    Minimal.

SUPERVISION EXERCISED:    GIS/GPS Staff and Practitioners
ESSENTIAL POSITION FUNCTIONS AND RESPONSIBILITIES:


1.
Manage the Geographic Information System for the County, including evaluating needs,



determining direction and subsequently implementing that direction.


 2.
Perform all technical functions, utilizing GIS and GPS software and hardware, that is required to maintain and improve the County’s digital datasets.


3.
Direct and provide technical analysis for the application of Delta County Rural Numbering System.

TASKS PERFORMED BY THE POSITION:


 1.
Create and manage department budget.


 2.
Acquire data for, edit, maintain, create, update, and improve Geographic Information System including roads, wild fire areas, wildlife habitats, and parcels.


 3.
Deploy and provide oversight to Global Positioning System (GPS) operations.


 4.
Work closely with public, County departments, other counties, State, and Federal agencies exchanging information.


 5.
Administrate and recommend software and hardware purchases for maintaining and upgrading the Geographic Information System.


 6.
Calculate and collect fees for services provided the public and private enterprises.


 7.
Provide training and support to County employees in using assigned GIS software and agencies in using the GIS data.

 8.
Represent County on various committees, task forces and boards on technical and information systems and programs.


 9.
Support programs selected by Board of County Commissioners with technical data and training, via in-kind service.


10.
Edit and analyze data for special geographic highlighting, location and identification.


11.
Assigning of addresses.


12.
Work well with others in a cooperative atmosphere showing respect and support.

13. Perform all similar and related duties as assigned.

14.    Prepare special reports and policies concerning essential GIS functions and responsibilities.

POSITION REQUIREMENTS:


A.
Minimum Education and Experience:



B.S. Degree from an accredited college in Geography, Computer Science, Geographic Information Systems, or a related field and five years practical, progressive experience in managing a geographic system. Combination of education and experience could waive specific requirement.


B.
Special Requirements: Colorado Driver's License, prefer hands-on Geographic Information System experience, very good computer knowledge and skills.


C.
Tools, Equipment, or Machines you must be able to use with minimum



familiarization.



Personal computer including: word processing and spreadsheet, telephone, FAX machine, copier, printer/plotter, projector, Global Positioning System, AutoCAD Map, with greater emphasis on ArcGIS applications such as ArcInfo, ArcView, ArcScan, ArcPublisher.


D.
Physical Requirements:   



1.
Physical Requirements: Walk, stand, sit, type, use hands to finger, handle or feel objects, reach with hands and arms, talk, listen, hear, read, see, grasp, pull, lift, drive, bend, walk on rough terrain, climb terrain and stairs, climb in/out of vehicle.



2.
Lifting: 25#



3.
Exposure to Elements: Normal Office Environment.  Extreme weather, sun, dust, wind, rain, road conditions, cold, snow, ice, heat.  Requires driving and walking during inclement weather.



4.
Handling of Dangerous Equipment: None.



5.
Risk of Assault or Injury: Verbal assault on the phone or in person is not uncommon, possible animal assault.



6.
Other Hazardous/Working Conditions? None.

JUDGMENT/DECISION MAKING:


A.
Decisions Which Do Not Rely on Policy or Procedure: Data representation, analysis.


B.
Problem Solving Performed: Daily projects and requests for information.


C.
Supervisory Involvement: TBD

D.
Sources of Information: Clerk's deed files, city and county Geographic Information System coordinators, State and Federal agencies, Assessor’s files, consultants, professional publications.


E.
Error Impact:



1.
Types of Errors Made: Input and typing, data representation.



2.
How and By Whom Are Errors Discovered: Self, other government agencies, citizens, County employees, commissioners, administrator.


3.
Effect If Error Is Not Discovered: Minimal, mismatched address, improper mapping.

SUPERVISION:


A.
Position Receives Direction From: 
TBD

B.
Position Directs: TBD
