
POSITION DESCRIPTION


CITY OF GREENFIELD, INDIANA

POSITION:


GIS Coordinator 
DEPARTMENT:

Engineering

WORK SCHEDULE:
8:00 a.m. - 4:00 p.m., M-F

JOB CATEGORY:

PAT (Professional, Administrative, Technological)

DATE WRITTEN:  March 2000




STATUS:  Full-time

DATE REVISED:  March 2025    




FLSA STATUS:  Non-exempt

To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed in this document are representative of the knowledge, skill, and/or ability required.  The City of Greenfield provides reasonable accommodation to qualified employees and applicants with known disabilities who require accommodation to complete the application process or perform essential functions of the job, unless the accommodation would cause an undue hardship.
PRIMARY DUTIES:

· Maintains and updates city GIS, including updating graphic and tabular data, drawing revisions, and retrieving data and graphics using ARC Pro and other programs.  Collects data for use in outsourcing mapping projects.  
· Maintains communication with utility employees to determine map revisions and assess needs for the mapping system.

· Individual is responsible for administering the City’s Geographic Information System and designing improvement plans for all City departments
· Designs city utility infrastructure and municipal improvement plans, including drawing plans with computer aided design (CAD) programs and determining specifications.

· Maintains current status of ESRI and Auto Desk software license subscriptions on local workstation and throughout the GIS.

· Monitors/inspects construction projects before, during and upon completion to ensure compliance with state and local codes and contract specifications. 
· Communicates with contractors, citizens, and developers to resolve problems, and periodically mediates disputes as needed.

· Collects and processes topographical data as assigned, including performing land surveys.

SECONDARY DUTIES:
· Designs and prints Thematic Maps for various City personnel as needed.

· Prepares various construction and contract related documents, such as cost estimates, changes orders, addendums, and various reports as needed.

· Maintains various files, including drawings, maps, and related documents. 
· Assists contractors, developers, citizens, and city personnel with retrieval, interpretation and duplication of files.

· Periodically performs functions of other department personnel, including answering telephones, and responding to inquiries from the public

· Performs related duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:

· Must High School Diploma, or equivalency; 
· Associate Degree in Civil Engineering or related field preferred
· Five (5) years previous related experience, or equivalent combination of education and work experience.  
· Specific updated training in use of ESRI and Auto Desk software applications 
· Possession of a valid driver's license and demonstrated safe driving record.

JOB REQUIREMENTS:
· Ability to innovate and progress with rapidly developing software features and applications.

· Ability to cast a vision for Greenfield GIS and integrate data and features required by GID users.

· Thorough knowledge of and ability to make practical application of standard principles and practices of engineering and state and local regulations.

· Ability to effectively coordinate and design municipal improvement projects and demonstrate proficient use of CAD and GIS programs.

· Ability to provide public access to or maintain confidentiality of department information and records according to state requirements.

· Ability to comply with all employer and department policies and work rules, including, but not limited, attendance, safety, drug-free workplace, and personal conduct.

· Ability to effectively communicate orally and in writing with co-workers, other City departments, consultants, contractors, and the public, including being sensitive to professional ethics, gender, cultural diversities, and disabilities.

· Working knowledge of standard English grammar, spelling, and punctuation, and ability to properly operate standard office, surveying and drafting equipment, including calculator, printer, computer, traffic counter, surveying equipment, digital camera, digital plotter, and hand-held GPS device.

· Ability to make mathematical calculations, analyze survey and other data, read and interpret detailed prints, sketches, and specifications, and prepare detailed documents and reports as required.

· Ability to plan and layout assigned work projects and work alone and with others in a team environment with minimum supervision.

· Ability to work rapidly for long periods, work on several tasks at the same time, and complete assignments effectively amidst frequent distractions and interruptions.

· Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in oral or written form.

PERSONAL WORK RELATIONSHIPS: 
· Individual maintains frequent contact with co-workers, other City departments, consultants, contractors, and the public for purposes of rendering services, including explaining and interpreting policies and procedures.

· Individual reports directly to City Engineer.

PHYSICAL EFFORT AND WORK ENVIRONMENT:
· Individual performs duties in a standard office environment and periodically outdoors in the field, involving sitting/standing/walking for long periods, lifting/carrying equipment weighing under 50 pounds, close/far vision, color/depth perception, hearing sounds/communication, and handling/grasping/fingering objects.  
· Individual is periodically exposed to varying weather conditions and physical hazards normally associated with construction sites and driving.

APPLICANT/EMPLOYEE ACKNOWLEDGEMENT
The job description for the position of GIS Administrator describes the duties and responsibilities for employment in this position.  I acknowledge that I have received this job description, and understand that it is not a contract of employment.  I am responsible for reading this job description and complying with all job duties, requirements and responsibilities contained herein, and any subsequent revisions.

Is there anything that would keep you from meeting the job duties and requirements as outlined?   Yes______ No______

_______________________________________________

________________

Applicant/Employee signature




Date

_______________________________________________

Print or Type Name


