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TOWN OF ACTON
SUMMARY:
Responsible for customer service, support and assistance as needed to maintain Town of Acton data and maps.  Continuously improve upon the efficiency and effectiveness of the Geographic Information Systems (GIS) and general office applications to support town operations.  Coordinate the organization, sharing and exchange of spatial and permit information to help users effectively access and integrate the data into decision-making processes.  Coordinate digitizing, archiving, indexing and disposition of documentation and records across the organization.
SUPERVISORY RESPONSIBILITY: None
DISTINGUISHING CHARACTERISTICS OF POSITION:

Supervisory controls: Supervisor provides assignments, indicating generally what is to be done, setting priorities and deadlines.  Additional instructions are provided for new, difficult, or unusual assignments.  Initiative is required to carry out recurring assignments independently, referring deviations, problems, and unfamiliar situations to supervisor for assistance.  Employee frequently required to work independently.
Guidelines:  Specific, detailed guidelines covering most aspects of the assignment are provided. Employee adheres to the guidelines, Town of Acton Personnel Administration Plan and major deviations must be authorized by supervisor.
Complexity: Work consists of duties that involve simple to complex-related steps and processes.  Employee must recognize differences among a few easily recognizable situations and make decisions based on various choices.
Scope and Effect:  Work requires the assessment of a variety of conditions and situations, formulating solutions, making judgments, and evaluating the effectiveness and quality of the completed project. Errors in judgment could seriously affect the accuracy, reliability, and acceptability of department operations and services, poor public relation outcomes, possible damage to the computer systems of the Town, and legal repercussions.
Personal Contacts/Purpose of Contacts:  Works with the general public; communication in person, by telephone; via standard written communication (i.e. e-mail) and through social media outlets.  Involves discussing simple to complex technical information. Contacts are with other employees within the department and in other town departments.  At time, works with vendors and representatives of intergovernmental agencies. 
Physical Demands/Work Environment:  Work is primarily sedentary, but includes some standing and walking over various surfaces. May operate an automobile/light truck and hand tools. Work is performed under office conditions using computer, telephone and standard office machines.  Environment may involve moderate risks or discomforts which require normal safety precautions.
KNOWLEDGE, SKILL AND ABILITY:
Knowledge of:
· Statutes, bylaws, regulations, policies and procedures relevant to the position, for example, public records, records retention and open meetings.

· ArcGIS software and general office applications.
· Standard office procedures.
Strong skills in:

· Problem solving.
· Interpersonal communications, in person, by phone and electronically.
· Organization and attention to detail.
Ability to:

· Recognize town-wide priorities and work cooperatively to support their accomplishments.
· Work effectively with a diverse range of citizens and town citizen committees.
· Read, understand, interpret and apply town and state and federal laws, regulations, policies and standards.
· Identify and analyze issues and develop appropriate recommendations.
· Communicate effectively and efficiently verbally and in writing.
· Work effectively under time constraints to meet deadlines.

MINIMUM ENTRANCE REQUIREMENTS:  Bachelor’s degree and one (1) year hands-on GIS experience or any equivalent combination of education and experience.  Experience with database applications.
PREFERRED REQUIREMENTS: Government experience.  Experience with relational database management. Knowledge of basic statistics. Knowledge of coordinate systems, cartographic principles, and demographics. Skill in project management. Ability to operate scanners and plotters. Ability to document procedures and measures taken to resolve problems.
DETAILED JOB DUTIES:
1. Provides customer service, support and assistance as needed to maintain Town of Acton maps and continuously improve upon the efficiency and effectiveness of the Geographic Information Systems (GIS).

2. Develops, integrates, and maintains applications and data in various formats as needed to help users effectively access the information.

3. Assists with modifications and enhancements to the Geographic Information Systems (GIS) by developing, inputting, analyzing, updating, and maintaining GIS databases, coverages, layers, and linkages to other databases.
4. Assists staff as needed with preparing and updating data and graphics for web use, formal documents, and presentations.
5. Provides departmental assistance, trains users on applications, and works with vendors on upgrades and other support issues.

6. Maintains and supports the development, operation and ongoing improvement of the Town’s electronic permit tracking and document management system.
7. Conducts research in the field and office to acquire, verify, and resolve conflicting mapping information and data.
8. Interprets plans and legal descriptions and performs digitizing.
9. Creates reports and maps, performs spatial and statistical analyses, and conducts geoprocessing operations and database queries from the GIS.
10. Works with departments to maximize the use of enterprise applications to ensure that all systems are meeting organizational requirements and goals.

11. Researches technological advances to enhance the delivery of services to the public and staff, and makes recommendations for purchases and upgrades.
12. Performs other duties as required.
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