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GIS Program Specialist

	Department:
	Office of Technology & Innovation	
	Reports To:
	GIS Supervisor
	Division:
	GIS & Data Analytics	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	13.m	
	Revision Date:	
	10/17/2011


GENERAL STATEMENT OF JOB

Performs complex computer mapping and analysis using various software programs in support of City-wide decision making processes. Manages GIS layers including, but not limited to, City limits, parcels, addressing, zoning, land use, subdivision, parks, transportation, annotation and other data layers utilizing GIS and relational database software tools, principles and concepts. Coordinates with other departments/divisions and agencies for the acquisition and sharing of data resources needed to meet project requirements and requests.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Researches and conducts studies related to spatial analysis utilizing various vector, raster, and statistical tools and/or methods;
Maintains geographic databases and applications with relational and dynamic data schemas for versatility and distribution;
Gathers source materials, extraction of information, and expansion of GIS data files;
Develops GIS project management, workload, and supervision of GIS Intern;
Prepares maps and data records as necessary for quality assurance procedures or in response to internal and external customer service data and mapping requests;
Creates, maintains, and provides quality assurance of Community Development geographic data;
Responds to inquiries and requests from internal and external customers for maps, research, information and copies;
Analyzes information, maps, charts, and graphs to reveal patterns, trends, hot spots and to ensure the integrity and applicability of information;
Coordinates the input of GIS data and dissemination of cartographic (map) output along with project management tasks relating to these inputs;
Tracks projects and assignments to ensure timely completion;
Coordinates and oversees various special projects and/or graphics for presentations in support of City Staff and outside entities;
Analyzes business processes and user requirements to document project scope; 
Identifies problems, issues, and risks, and participates in the identification, documentation, and communication of solutions;
Participates and provides leadership as a member of a project team;
Communicates project objectives, plans and status to all members of a project team and senior management;
Applies GIS spatial analysis concepts including geoprocessing, geocoding, linear referencing, dynamic segmentation, and overlay analysis operations using both vector and raster tools in support of City-wide decision making processes;
Performs digitizing and data manipulation procedures for GIS;
Assists in planning related analysis and projects with minimal supervision;
Application development using VBA, HTML, and other programming languages; 
Maintain the geographic database and perform updates and edits;
Other duties as assigned.

NONESSENTIAL DUTIES

Prepares analytical and technical reports for staff and public review;
Contributes to the preparation of graphics and provides presentations to various audiences;
Develops and modifies small software systems including creation of user interface layout and programming that enhances existing GIS applications for department productivity;
Develops, administers and maintains web site materials pertaining to GIS matters;
Conducts needs assessments (e.g., equipment, software, hardware, etc.) to determine current and future needs and provides recommendations;
Resolves GIS procedural and operational problems by interpreting or clarifying procedures or processes;
Develops and provides GIS standards training and guidance for GIS users within various departments/divisions of the City;
Represents the department on committees and task forces by serving as a technical resource in the exchange of information or in addressing specific needs with other agencies or organizations;
Prepares, processes and reviews written documents pertaining to work unit (e.g., correspondence, requisitions, requests for proposals, etc.) to ensure compliance with applicable laws, policies and procedures;
Reviews and verifies mapping data or themes provided by government agencies or private sector contractors for accuracy and consistency, modifying and correcting database values as necessary; 
Maintains GIS Licenses, software, and hardware;
Communicates project objectives, plans and status to all members of a project team and senior management;
Assists with keeping large-format printing, plotting, and laminating projects and/or machines in working order;
Works with IT staff in use of interfaces, design, and content of GIS databases and applications; 
Assists with the evaluation, development, adaptation, and programming of computer software applications for capture, conversion, and maintenance procedures related to GIS;
Identifies and researches external sources of hardware, GIS software, and resources;
Evaluates and investigates prospective solutions, including hardware, software, training, and maintenance;
Assists and trains other Centennial staff with implementing technical solutions for GIS related business opportunities; 
Utilizes specialized certification and training to implement department specific products and analysis;
Develops normalized tables and interfacing with different database systems such as Access and CAD;
Other duties as assigned.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge: 
Requires solid knowledge of the principles, practices, and techniques of local government operations; a solid knowledge of the functions of the City’s community development department and an ability to apply that knowledge.
Requires solid knowledge of current events of the City including proposed developments, neighborhood issues/concerns, and ongoing and proposed City projects.
Skills: 
Requires solid interpersonal, oral, and written skills.
Programming in one or more of the following: VB, Python, HTML.
Experience in Web Mapping applications including image mapping.
Ability to use and explain inferential and descriptive statistics along with other mathematical methods.
Apply best managed practices in database applications and stewardship.  
Abilities: 
The ability to effectively interact and communicate with individuals of varying social, cultural, economic, professional, and educational backgrounds including the ability to act with tact, good judgment and discretion; the ability to effectively work with individuals who may be angry or skeptical, argumentative, or disagreeable; the ability to effectively work with individuals under stressful conditions; and the ability to maintain the confidentiality of matters as appropriate.
Requires ability to explain in layman’s terms, both verbally and in writing, technical information.
Ability to obtain information and utilize this information to prepare written documents that are clear, concise, courteous, and within accepted grammatical standards.
Ability to use and apply technology.
Requires the ability to establish and conduct verbal communications through speaking, talking, and hearing; efficiently and effectively deals with constant interruptions and requests for assistance; effectively prioritizes work efforts to separate tasks that are urgent in nature and deal with them immediately and schedule the remaining requests for subsequent resolution while continuing to work on the task at hand.
Requires the ability to conduct problem solving by gathering data and facts, analyzing information, and making recommendations for resolution of problems.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Bachelor’s degree or Associate degree in Geography, Urban Planning, Engineering, GIS, Geology, Computer Science, Information Technology, Cartography, Landscape Architecture, Remote Sensing or a directly related field.
Three (3) to five (5) years of GIS professional experience working with geographical or land information systems to input and present agency or client data.
Two (2) years of technical experience using ESRI ArcGIS Desktop and SDE.
Additional appropriate experience and education may be substituted for the minimum education and experience requirement.
Additional experience in AutoCAD Map, MS Office, MS Access, MS Excel, Adobe Illustrator, Adobe Acrobat Professional and/or relational database design/administration a plus.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
[bookmark: _GoBack]Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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