Job Title: GIS Coordinator
Job Type: Full Time
Location: Wapello County Courthouse, Ottumwa, IA
Department: Geographic Information Systems
Reporting: Board of Supervisors						Salary: $38,000 to $45,000 DOE

Description
The GIS Coordinator administers and maintains the county geodatabases, web maps, data and other GIS processes. Successful performance ensures the accuracy and completeness of cadastral data according to recorded legal descriptions/surveys/documents and other essential geographic information. Additionally, the position also will create and maintain maps for county departments and public sale. The GIS Coordinator’s duties require interacting with county personnel, as well as agencies, companies and the public.

[bookmark: _GoBack]Essential Duties
Conduct research of legal documents to insure correct platting of cadastral lines.
Accurately sketch/edit cadastral lines and parcel polygons according to legal descriptions from surveys and deeds.
Coordinate all GIS functions and share data between all departments and government agencies.
Configure and create Agricultural valuations with state data and vendor software within an ArcMap environment for the Assessor’s office.
Administer and maintain the county geodatabases/feature classes/shapefiles and web maps.
Balance a departmental fiscal budget.
Prepare monthly reports for the Board of Supervisors.
Generate maps for the public upon request.

Other Duties and Responsibilities
Develops, implements and manages GIS data and organizational structure/database environment.
Edit, add and combine parcel feature classes according to recorded legal documents.
Coordinate with vendors as well as service consultants on issues, price quotes, problem reporting, and contracts.
Attend and participate in professional group meetings, seminars and trainings in order to stay abreast of new trends and innovations in the field of geographic information systems technology.
Other duties as assigned.

Knowledge/Skills/Abilities
Read and interpret legal descriptions (metes and bounds).
Knowledge of standard GIS terminology, techniques and practices.
Read, comprehend and interpret data and technical information as it relates to Geographic Information Systems.
Organize, plan and complete projects efficiently.
Utilize tabular data within ArcMap.
Ability to utilize CAD in a GIS environment.
Basic PC knowledge and ability to operate Microsoft Office Suite of software.
Train county personnel in GIS applications.
Excellent customer service skills with the ability to communicate effectively, both in person and writing.
Self-directed, motivated and able to work independently.
Operate office equipment including large format printer/plotters and scanners.
Possession of or ability to obtain a valid Iowa Driver’s License by date of hire.
Understanding or experience with Ag valuations/Crop Suitability Ratings is a plus.

Education and Experience
Associates degree in GIS or Geography or a GIS certificate and a minimum of 2 years’ experience working in a government GIS office.
2 years’ experience with ESRI ArcMap 10.0 or higher

Physical demands and work environment
This position consists of sitting for up to 8 hours per day
Ability to lift up to 50 lbs
