
GIS DIRECTOR 

INFORMATION TECHNOLOGY DEPARTMENT 

 
GENERAL STATEMENT OF JOB 

 

Under general supervision, performs administrative and supervisory work in the Geographic 

Information Systems (GIS) Division of the County Information Technology Department. Work 

involves highly technical, analytical and needs assessment work in the development, 

implementation, maintenance, and operation of the County’s Geographic Information System 

network and database.  Responsibilities include coordinating GIS requirements, developing 

standards, strategic plans and directions, and coordinating the maintenance and analysis of GIS 

information. Work involves providing general assistance to the public, county boards, municipal 

boards, other departments and staff as needed in all areas involving GIS. Responsibilities also 

include training and professional development for new users, training in file maintenance and 

integrity, and technical support of GIS users working in various departments and assistance in 

the design of departmental projects. Work involves the development of a geographic information 

system which includes but is not limited to physical, cultural, population, social, urban, and 

economic geography. Work involves the design of a digital database to include a full range of 

mapping, geographic, land use, and demographic information. Considerable negotiation and 

contact with county, local and state agencies, and the general public is required in order to 

gather, disseminate, and manage geographical information.  Work includes the recommendation, 

acquisition, and support of GIS hardware and software. Employee must exercise independent 

judgment and initiative in performing assigned duties.   

 

Under limited supervision, implements, maintains and upgrades street addressing system for 

Caldwell County to ensure easy location of addresses for emergency response purposes, tax 

records, utilities, post office; provides professional customer service; and completes projects as 

assigned.  Duties include reading and interpreting source documents, such as plat maps and legal 

descriptions; and entering required data into the GIS. Performs routine mapping duties, project 

management and application development.  Reports to the Information Technology Director. 

 

SPECIFIC DUTIES AND RESPONSIBILITIES 

 

ESSENTIAL JOB FUNCTIONS 

 

Consults department directors and county administration on the usage of GIS in economic 

development, public safety, land records management, infrastructure inventories and other 

applicable uses; coordinates development of a strategic plan for GIS.  

 

Oversees database development and management of the County’s GIS. Writes specialized 

databases and links them to the GIS system to produce reports and maps for the department, 

other departments and agencies, and the public. Manages GIS-oriented Internet applications. 

 

Develops operating procedures including the design and monitoring of GIS projects by 

establishing guidelines, establishing periodic reviews, and evaluating final products. 

 

Serves as the coordinator between the County and other governmental GIS agencies, including 

negotiations, data sharing, and GIS program development. Makes presentations of GIS systems 

and applications to other departments, civic groups, or other organizations as requested. 



Manages the work of outside vendors or contractors performing GIS services. 

 

Develops policies and technical standards to ensure accuracy and compatibility of GIS data. 

 

Coordinates GIS work for all County departments. 

 

Trains, assists and advises other department employees in the use and applications of GIS 

programs, as necessary. 

 

Monitors the development of the GIS system and makes necessary changes in system 

development. 

 

Recommends GIS hardware and software upgrades and oversees the installation of new 

hardware and software. 

 

Attends workshops, conferences, schools, or other training sessions to maintain a high level of 

education and professionalism in the GIS and information technology fields.   

 

Ensures GIS data file efficiency, security and recovery. 

 

Develops requests for proposals to help meet County needs; reviews bid proposals and 

recommends vendors, services and equipment. 

 

Coordinates the addressing process for new residential parcels, multi-family developments, 

commercial developments, business/industrial park plats, and corrects existing addresses, 

ensuring the ability to easily locate addresses.  Function is performed in unincorporated areas of 

the county, as well as in the municipalities of Sawmills, Cajah’s Mountain, Cedar Rock and 

Gamewell. 

 

Maintains the county database used to keep record of assigned addresses. 

 

Notifies property owners, by letter, of any address change. 

 

Maintains Master Street Address Guide (MSAG,) consisting of street name, address ranges, 

ESN, etc.  

 

Reviews and investigates addressing discrepancies discovered when receiving E-911 Inquiries 

from Sheriff’s Department Communications and makes changes to the MSAG through the 

INTRADO Internet-based system; reviews and investigates complaints of difficulty in locating 

addresses of businesses or residences as reported by emergency/law enforcement as well as other 

agencies; contacts appropriate parties or conducts on-site inspections to secure updated and 

accurate addressing and ESN (Emergency Service Number) information.  

 

Assigns all street addresses to the correct ESN to ensure the dispatch of correct emergency 

agencies. 

 

Coordinates the process of naming and renaming roads; publishes related public notices; issues 

notifications of public hearings or new addresses to affected property owners, presents road 

names before county commissioners. 

 



Maintains street centerline file – identifies all new roads in the county, including all 

municipalities; draws roads in the street centerline GIS layer; adds attributes to each street record 

in the layer.  

 

Maintains street signs – gather information for signage needs; prepare sign repair or replacement 

orders; order signs; keep database of work done. 

 

Maintains road list and directions and shares copies with emergency personnel and other 

agencies. 

 

Assists various county personnel and citizens in finding streets and specific addresses. 

 

Shares addressing information with Emergency Management Department, Tax Assessors Office, 

Sheriff’s Department Communications, Planning Department, Building Inspections, 

Environmental Health, home owners, developers, realtors, and other interested parties. 

Interprets and enforces all applicable laws, codes, ordinances and standards pertaining to 

addressing and posting physical addresses; arbitrate disputes on addressing issues and resolves 

problems with property owners as necessary. 

 

Conducts mapping research, in the field and in the office, to resolve conflicting information and 

ensure the accuracy of data. 

 

Serves as a member of various management committees, panels, commissions, etc, attending 

meetings and providing input based on expertise and observations, as appropriate. 

ADDITIONAL REQUIREMENTS: 

This position requires the use of motor vehicles on county business. Individuals must be 

physically capable of operating the vehicles safely, possess a valid driver's license and have an 

acceptable driving record. Use of a personal vehicle for County business will be prohibited if the 

employee is not authorized to drive a County vehicle or if the employee does not have personal 

insurance coverage.  

ADDITIONAL JOB FUNCTIONS 

 

Performs other related work as required. 

 

MINIMUM TRAINING AND EXPERIENCE 

 

Bachelor’s degree in computer science, geography, cartography, or related field, and 3 to 5 years 

of related experience to include considerable experience with development and management of 

GIS; surveying or mapping work with some supervisory experience preferred; or any equivalent 

combination of training and experience which provides the required skills, knowledge and 

abilities. 

 

Has considerable knowledge of local government practices and products. Has considerable 

knowledge of geographical areas in the county. Has considerable knowledge of the operation of 

a computerized digital mapping system and related peripheral equipment. Has considerable 

knowledge of database management, including Microsoft Access. Has considerable knowledge 

of GIS data attributes and an understanding of how to manipulate them. Has considerable 



knowledge of GIS hardware and software, including ESRI’s ArcGIS software. Has considerable 

knowledge of geoprocessing technology. Has considerable knowledge of the principles of 

geography as related to earth’s surface. Has considerable knowledge of map preparation, 

computer-aided mapping and illustration work. Has considerable knowledge of programming 

languages as they relate to computer mapping techniques. 

 

Has general knowledge of drafting and graphics as used in local planning. Has general 

knowledge of land surveying methods and techniques. Has general knowledge of 

photogrammetry methods and techniques. Has general knowledge of research techniques and 

reporting methods. Has general knowledge of current literature, trends and developments in 

computerized mapping. Is able to gather and analyze relevant data and to prepare logical and 

concise reports. Is able to plan, assign, coordinate and review the work of subordinate 

employees. Is able to deal courteously and tactfully with the general public and other county 

departments and government agencies.  Is able to establish and maintain effective working 

relationships with employees, county and state officials and the general public. Is able to 

effectively manage projects. Is able to solve problems. Is able to perform high-level analysis in a 

complex environment. Is able to carry out difficult written and oral instructions. Is able to 

explain technical information to non-technical users and the public. Is able to supervise the work 

of others. Is able to express ideas effectively both orally and in writing. 

 

 

 

 


