HELIX WATER DISTRICT

June 24, 2008
GIS TECHNICIAN I/II

JOB SUMMARY

GIS Technician I/II is a nonexempt entry- to journey-level technical class. Under general supervision, performs a wide variety of routine to complex technical duties in developing, implementing and supporting the District’s geographic information systems database; and performs related duties as assigned.

GIS Technician I is the entry-level classification and is flexibly staffed with the journey-level GIS Technician II classification. Typically proficiency criteria for advancement to the II level are met within 18 to 36 months, depending upon an individual’s prior experience.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Uses geographic information systems (GIS) and related software; supports and assists in maintaining the District’s GIS database and applications.

2. Gathers, verifies, inputs, edits and maintains tabular and spatial data from a variety of digital and paper source documents; performs quality assurance checks on gathered data.

3. Generates custom GIS data queries and analyses as requested by District staff.

4. Creates high-quality thematic maps using GIS cartographic applications and methods; uses computer aided drafting (CAD) software for maintaining facility and water system schematics and drawings. 
5. Coordinates with Inspectors, Locators, Construction and Valve Maintenance crews to ensure the prompt and accurate capture of existing and proposed facility data in the GIS.
6. Creates a variety of graphics and visual aids for presentations, illustrations or other special projects, using GIS, CAD, and other common graphics design software packages.

7. Archives, maintains, scans and converts paper and digital files, records, maps and drawings.

8. Provides backup support to other GIS staff in the performance of their duties; assists senior staff in testing GIS applications, software packages and utilities.

9. Provides training and assistance to all District staff on GIS functions and applications.

10. Provides technical support in administering and maintaining GIS servers, laptops and PCs.  Performs storage backups, software installations, basic network troubleshooting, and administration of GIS-related web servers and processes
11. Responds to inquiries from the District staff regarding the established GIS data capture and information process flow policies and procedures.

12. Maintains, supports, troubleshoots, and configures GIS field laptops; coordinates with other GIS and Information Services staff.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Basic principles of GIS, coordinate systems, and techniques for analyzing, capturing, manipulating and converting tabular and spatial data from a variety of sources.
2. Predominant GIS and CAD software packages.  Knowledge of GE Energy’s Smallworld GIS and AutoCAD is preferred but not required.
3. Principles, practices, terminology and techniques of using GIS and CAD applications
4. Basic principles of algebra, geometry and trigonometry as applied to the computation of angles, areas, distances and traverses.

5. Advanced operation of Microsoft Windows operating systems, networks, and desktop productivity applications such as Excel, Word and Access
Ability to:
1. Understand, interpret, follow, explain and apply detailed technical oral and written instructions and documentation.

2. Utilize a variety of GIS, CAD, and other related software packages and applications to carry out assigned responsibilities.

3. Perform basic mathematical, geometrical, spatial and statistical computations and analyses.

4. Independently perform responsible GIS assignments with initiative and creativity.

5. Interpret maps, graphs, schematics, spatial images and documents.

6. Prepare accurate, purposeful and visually appealing GIS cartographic products.

7. Communicate effectively orally and in writing.

8. Prepare clear, concise, accurate and comprehensive documentation, technical materials and logs.

9. Establish and maintain effective working relationships with others encountered in the course of work.

10. Maintain confidentiality and security of sensitive information.

11. To work after normal working hours and occasionally on weekends or after hours for system emergencies as situations arise.

Training and Experience:

Training and experience substantially equivalent to graduation from high school or G.E.D. equivalent and two years of geographical information systems preferably in a public utility setting.  Technical school, vocational school, or course work in geographical information systems could substitute for one year of related experience.

Licenses; Certificates; Special Requirements:

A valid Class C California driver’s license and the ability to maintain insurability under the District’s Vehicle Insurance policy.

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are representative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit; talk or hear, in person, in meetings and by telephone; use hands repetitively to finger, handle, feel or operate computers and other standard office equipment; and reach with hands and arms. The employee is frequently required to stand and walk and lift up to 10 pounds.

Specific vision abilities required by this job include close vision and the ability to adjust focus, depth perception and color vision.

Mental Demands:

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret complex data, information and documents; analyze and solve problems; observe and interpret people and situations; use math and mathematical reasoning; learn and apply new information or skills; perform highly detailed work on multiple, concurrent tasks with constant interruptions; work under intensive and constantly changing deadlines and interact with those encountered in the course of work, some of whom may be demanding, dissatisfied, upset and/or abusive.

Work Environment:

The employee works under typical office conditions, and the noise level is usually quiet.
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