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FRANKLIN COUNTY 

POSITION DESCRIPTION 

 

JOB TITLE: Geographic Information Systems (GIS) – Technician 

DEPARTMENT:  IT 

FLSA STATUS:  Non-Exempt 

JOB CODE:    

LOCATION:   Hampton 

EFFECTIVE DATE: 2/2015 

 

REPORTING RELATIONSHIPS 

Reports to:  IT Director 

Direct reports:   None               

 

GENERAL SUMMARY:   

The purpose of this position is to assist with the maintenance and growth of the county-wide 

Geographic Information Systems (GIS) databases.  Provide GIS training and technical support.  Assist 

with maintaining county website.  Compile data required for project development and map products, 

including aerial photography, survey notes, records, reports, and original maps to ensure completeness 

and accuracy. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Create or revise existing maps and GIS data relative to projects. Examples may include 

property developments, drainage districts, zoning requirements, 911 mapping, 

conservation, and field data collection.  Examine and analyze data from ground 

surveys, civil engineering plans, plot maps, aerial photographs, original maps and/or 

other data to ensure completeness and accuracy. 

25% 

2. Map analysis and design, including production considerations such as scale, size, 

projection, and colors, and output to ensure that specifications are followed. 
10% 

3. Build, maintain, and update databases using GIS and related software. Develop and 

maintain links between various databases. Provide GIS software support to other 

county offices. 
10% 

4. Perform software installation, configuration, upgrades, and some basic hardware 

repairs. Provide end-user support by resolving functional issues and responding 

promptly to help desk tickets.  
15% 

5. Support cadastral GIS editing and processes. 10% 

6. Assist with updating the county website content and pushing notifications and 

information to social media platforms. 
15% 

7. Maintain upkeep of department hardware, such as printers and data collection 

equipment. 
5% 

8. Prepare maps for public upon request. Prepare invoices, handle cash, and reconcile 

monies received. 
5% 

9. May perform other duties as assigned. 5% 
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TOTAL  =    

100% 

 

MINIMUM QUALIFICATIONS - EDUCATION AND EXPERIENCE 

Associate’s degree in Geographic Information Systems (GIS), geography, planning, landscape 

architecture, civil engineering, computer science, or a related field, or a minimum of 2-3 years related 

on-the-job experience using GIS and mapping software and technology or any equivalent combination 

of education, training and experience that demonstrates the ability to perform the duties of the position. 

 

MINIMUM QUALIFICATIONS - KNOWLEDGE, SKILLS, AND ABILITIES 

Technical:  Basic knowledge of computers including word processing (i.e. Word) and spreadsheet 

software (i.e. Excel), interface and query software (Access) and GIS software, such as ArcGIS Desktop 

Products to enter data and analyze information.  Ability to research and collect data from other 

resources and incorporate into the county database.  Good spatial cognitive ability required. 

 

Mathematical:  Basic math such as adding, subtracting, multiplying and dividing.  Ability to draw and 

interpret graphs and charts.   

 

Interpersonal:  Flexibility in adjusting to changing circumstances, information, employee, and 

customer needs.  Demonstrate a willingness to take initiative.  Work independently with little or no 

supervision.  Be reliable, responsible and dependable in fulfilling obligations.  High level of integrity 

and ability to maintain confidentiality. 

 

Communication:  Excellent verbal and written communication skills.  Ability to effectively 

communicate and present information and respond to county officials, employees and the general 

public.  Develop and maintain constructive and cooperative working relationships with the public, 

other government entities and other external sources.  Establish and maintain effective working 

relationships.  

 
Language:  Ability to read, analyze, and interpret data, legal documents, or governmental regulations.  

Ability to prepare reports, general correspondence, and lists.  

 

Organizational:  Ability to organize, plan and prioritize work.  Utilize problem solving skills, 

analytical thinking in gathering and analyzing data.  Ability to work under pressure, time constraints 

and deadlines.  

 

Resource Allocation:  Ability to manage financial resources in determining how money will be spent 

to get the work done, and accounting for these expenditures.  Ability to manage resources, obtain and 

see to the appropriate use of equipment, facilities, and materials needed.   

 

Supervisory:  Supervise, motivate, and develop employees.  Plan work assignments, activities, hours 

and schedules.  Provide leadership and direction.  Mediate disputes.   

 

Safety:  Understand and practice safe work habits on the job site.   

 



 
 

Geographic Information System – GIS Technician Page 3 of 3 
 

LICENSING/CERTIFICATION  

None.   

 

Other requirements:  Keep current with all changes and revisions in federal/state mandated laws and 

operating regulations.  Attend applicable job related training, workshops, and seminars. 

 

 

WORKING CONDITIONS 

Normal office environment.  Typically moves about on a regular basis to coordinate work such as 

software installations. 

 

 
DISCLAIMER 

The above statements are intended to describe the general nature and level of work performed by 

employees within this classification.  It is not designed to contain or be interpreted as an exhaustive list 

of all responsibilities, duties and skills required of employees assigned to this job. 

 

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. 

 

 

REVIEW AND APPROVAL:  Indicates review by incumbent and approval by supervisor. 

 

Employee’s Name (please print):        

Employee’s Signature:    Date:      

 

Supervisor’ Name (please print):        

Supervisor’s Signature:    Date:      

 


