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HCTRA Human Resources Job Description


	JOB TITLE


	Geographic Information Systems (GIS) Analyst

	

	ORGANIZATIONAL RELATIONSHIP



	See current HCTRA Organization Chart

	
	

	JOB DESCRIPTION



	Develops and customizes basic GIS and T.R.I.M.S. data to include input, updating, modifying, manipulating and report writing. Provides technical and analytical support to address issues such as environmental management, landownership and titles, roadway planning, utilities and asset management and demographics. Uses various computer programs gathers, processes, converts and maintains geographic data for transportation planning and civil engineering/construction applications. Candidate must also maintain the GIS database and associated metadata.


	

	EXAMPLES OF WORK PERFORMED



	NOTE: The examples of work as listed for this class description are not necessarily descriptive of any one position in this class. The omission of specific statements does not preclude management from assigning specific duties not listed herein if such duties are a logical assignment to the position.

· Manipulates and analyzes data such as geographic and land information source maps and survey data for transportation planning and civil engineering applications.
· Links spatial data for land administration. 

· Develops and customizes computer programs used in geographic information systems.
· Prepares edits and revises cartographic output for preparation, reproduction and publication of maps.
· Uses various computer programs (Microstation (cad), ArcView, and ARCInfo) to create and manipulate files. This should include the latest versions in use within the industry.
· Maintains GIS and T.R.I.M.S. database and associated metadata.

· Digitize, annotate and print documents with an understanding of linear referencing techniques.

· Performs other duties as required by Management.


	
	

	KNOWLEDGE, SKILLS, AND ABILITIES (KSAs)



	NOTE: The knowledge, skills, and abilities (KSAs) identified for this class description represent those needed to perform the duties of this class. Additional knowledge, skills, and abilities may be applicable for individual positions in the employing agency.

· Teamwork, adaptability and decision making skills, along with a customer focus, results orientation and business sense.

· Comprehensive knowledge of GIS principles and mapping software.
· Strong communication and problem skills
· Ability to produce detailed and accurate work.

· Strong skills in systems testing of specification requirements. 

· Strong business or technical writing skills.

· Ability to effectively participate in multiple major projects or project roles.

· Ability to meet deadlines and communicate the status of assignments.

· Strong people and project management skills.

· Ability to work in a customer service oriented organization.

· Ability to digitize and annotate documents with an understanding of linear reference

· MUST be a self starter and be able to work with little to no supervision.

	
	

	PHYSICAL WORK DESCRIPTION

	

	The position is physically comfortable. The individual has discretion concerning sitting, standing etc. when operating in an office environment.  Visits to property sites require good mobility in and around the site locations to include periods of prolonged standing and possible movement up and down stairs.  Speech, vision, and hearing must be adequate or corrected to be able to accomplish assigned duties.


	
	

	WORK ENVIRONMENT

	

	There are no major sources of discomfort, i.e., essentially normal office environment with acceptable lighting, temperature, and air conditions. Visits to property sites may expose individual to less than optimal outside weather and temperatures.



	
	

	MINIMUM QUALIFICATIONS

	

	· Associate’s degree in surveying or Geographic Information Systems plus two (2) years of related experience.

· Professional or nonprofessional experience or certifications as described above can be substituted on a year-to-year basis for the required college education. 
· Solid communication, organizational skills and detail oriented. 
· Excellent time management ability.
· Mapping and plotting for engineering and construction use. 

· Basic understanding of ESRI products with experience in civil drafting and/or design. AutoCAD experience a plus.
· Microstation experience in transportation with emphasis on roadway design and or construction.
· Must be familiar with Windows software applications (XP, Outlook, Visio, Word, Excel, Project, Power Point, etc…)
· Valid Texas driver’s license.
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