2012.145
JOB DESCRIPTION
Position Title: 
GIS Technician 

Department: 
GIS- IT Office
Type: 
Permanent Full-time, Technical
Classification: 

Technical







 
Summary of Duties and Responsibilities

Under the general direction of the Coeur d’Alene Tribe’s GIS Manager, the incumbent performs technical work in the acquisition and maintenance of digital geographic data of moderate complexity received from multiple sources.  Work requires setting priorities and coordinating work activities to meet schedules. Duties include finding, gathering, inputting and outputting data in a usable format.  Tasks may include working with different tribal departments within in the Coeur d’Alene Tribe, as well as outside entities such as Tribal, State and Federal agencies, and the public to complete necessary goals and deadlines.  Work is conducted both in a normal office setting and in a vehicle.  Noise level is moderate to loud depending upon the employee’s location. At times field work may require using GPS equipment in and near roadways and in remote roadless areas.  There may be occasional lifting of computers and their components weighing up to 70 lbs.  
· Coordinates technical GIS projects to achieve desired goals with available resources. Plans and organizes individual work, and reports on progress. Makes recommendations and implements changes as needed. 

· Produces maps for GIS and other departments and contracts as needed.
· Uses ArcMap and ArcCatalog to edit and create GIS data (point, line, polygon, raster).
· Helps maintain quality control measures for projects.

· Participates in gathering and/or compiling data for special research.
· Photographs and GPS point, line and polygon natural and man-made features.
· Creates and maintains metadata.
· Provides technical assistance to GIS Analyst and to other program GIS users. 

· Orders quotes and supplies from various vendors as needed.

· Assists the GIS Manager with preparation and maintenance of GIS budgets.
· Attends and presents at professional conferences.
· Plans and coordinates work activities, and establishes and maintains effective working relationships with Tribal officials, Tribal staff, other jurisdictions and the public.

· Helps write and submit grants.
· Prepares technical reports and materials for use in presentations.
· Other duties as assigned.

   
Desired Qualifications

1. Skill in planning and coordinating work activities, and establishing and maintaining effective working relationships with Tribal officials, Tribal staff, other jurisdictions and the public.

2. Knowledge and experience using GPS equipment
3. Knowledge and experience writing and submitting grants.
Minimum Qualifications

1. Coursework towards a four-year degree in geography or natural resource type degree with at least three classes in GIS and or cartography, completion of a GIS Certificate program or equivalent work experience.
2. Valid Driver’s License.
3. One year work experience in GIS or a natural resource related field.
4. Skill in operating computer workstations and utilizing GIS related software packages.

5. Ability to meet attendance schedule with dependability and consistency.
6. Knowledge of Microsoft Windows operating system. 

7. Uses ArcGIS 10 to make maps and to input data (roads, streams, parcels and other line, point and polygon features).

8. Skill in interpreting and utilizing current geographic information pertaining to work assignments.
9. Knowledge and experience editing polygonal topologies.

10. Knowledge and experience editing linear topologies.

11. Knowledge of and experience using Microsoft Office Word, Excel, PowerPoint, Access, Outlook and Adobe Photoshop.

12. Knowledge in bookkeeping, maintaining budgets and billing.

13. Basic knowledge of the principles and practices of cartography and geographic analyses.
14. Must pass GIS skills test.
An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.

Applicants are subject to a pre-employment drug test and at-random testing following employment.

Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.

To apply, submit a Tribal Application, resume and answers to the KSA questions no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851.  For more information, visit our website at http://www.cdatribe-nsn.gov/HR/HumanResources.aspx or call 208/686-4068.

I have read the above job description and fully understand the qualifications, duties and responsibilities required of this position.

_______________________________



______________________________

Applicant Signature





Date

GIS Analyst knowledge, skills or abilities (KSA) Questions
 

1. What is your formal training in GIS?

2. What types of data editing have you done?

3. What experience do you have using ESRI’s ArcGIS - ArcMap?
4. Tell us about your most complex GIS project?

5. How many years of GIS experience do you have?
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