HIDALGO COUNTY

ELECTIONS DEPARTMENT

Job Title: GIS Operator Assistant


FLSA Status:
Non-Exempt

Dept. Code:
130-001



Civil Service Status:
Non-Exempt
GENERAL DESCRIPTION:  Under the direction supervision of the Hidalgo County Elections Administrator, assists GIS Operator to coordinate the development, operation and maintenance of Department’s geographical information system (GIS) inventory and geodatabase.
ESSENTIAL DUTIES AND RESPONSIBILITIES:

The following list may not include all duties and activities required for the performance of this job classification; some travel may be required.

· Review and/or prepare scope of work for each IT and GIS-related project.

· Advise Elections Administrator on project progress, revisions, and consultant and/or personnel issues.
· Performs or participates with others to perform technical repair services of computers, printers, terminals and networking devices;
· Required to travel to various points around Hidalgo County to pick up and deliver or field service equipment;
· Assists  or provides cable-pulling and termination services as required;
· Good troubleshooting and repair techniques;
· Reads electronic schematics and makes necessary repairs with minimum supervision.
· Must be able to work in high stress environment and meet deadlines;
· Must be able to work nights and weekends during election periods and voter registration deadlines.
Technical Activities
· Assist GIS Operator in the determination of IT and GIS standards for Department, and any required modifications.

· Assist GIS Operator in collecting and/or incorporate field data using GPS.

· Research and/or obtain land data records, analyze and incorporate as a data source for GIS-related data files.

· Assist GIS Operator to manipulate and integrate raw data (coverage’s, shape files, CAD files, satellite imagery) into GIS; 

· Create and enhance GIS-based tools;

· Generate map compositions and respond to special IT and GIS requests.

EDUCATION and/or EXPERIENCE

· High School Diploma or GED and at least 40 hours of college coursework in the area of computer field preferred;

· Must have at least three (3) years experience in computer field;

· Knowledge of industry standard hardware and software preferred;

· Training and expertise in the ESRI GIS software. 
QUALIFICATION REQUIREMENTS:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential duties and responsibilities.
CERTIFICTES, LICENSES, REGISTRATIONS:

· Employee must have a current valid Texas Motor Vehicle Operator’s License.

· Must be able to be insured by the County’s Insurance carrier.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  

While performing the duties of this job, the employee is required to talk or hear.  The employee is required to stand.  The employee is required to walk, sit, use hands to finger, handle or feel objects, tools, or controls, reach with hands and arms, climb or balance, stoop or kneel.
The employee must occasionally lift and/or move over twenty-five (25) pounds.  Specific vision abilities required by this job include close vision, depth perception and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  
The noise level in the work environment is usually moderate to loud. High stress environment during election periods and voter registration deadlines.
SAFETY REQUIREMENTS:

Maintain physical condition appropriate to the performance of assigned duties and responsibilities which may include the following:

· sitting for extended periods of time.
· operating assigned equipment.
Maintain mental capacity which permits:

· making sound decisions and using good judgment.

· handling financial affairs effectively and honestly.

· demonstrating intellectual capabilities.
Effectively handle a work environment and conditions which involve:

· working closely with others.
· working in a multi-task environment.
Maintain effective audio-visual discrimination and perception needed for:

· making observations.
· reading and writing.
· operating assigned equipment.
· communicating with others.
ACCIDENT PREVENTION PROGRAM:

Required to follow all departments’ safety regulations.
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