
   
 

Position Description 
 

Prepared by: GovHR USA 
     November 2015 

Job Title GIS Analyst 

Department Public Works 

Exempt/Non Exempt Status        Exempt 

 
 

Scope of Work 

This position is responsible for a variety of technical and skilled tasks involved in the operation and 
maintenance of the City of Waukesha’s Geographical Information System (GIS). Work includes assisting in 
updating the city-wide parcel map, assigning addresses, updating enterprise GIS data, performing research, 
input and collection of related data as needed by various City departments, producing maps and analyses, and 
assisting and training end users with the use of the City’s GIS systems, under the supervision of the GIS 
Coordinator. 

Supervision 

Received GIS Coordinator 

Exercised Assigns work without acting in a supervisory role. 

 
 

Essential Job Functions The job functions listed herein are neither exclusive nor exhaustive, but are 

intended to be illustrative of the types of tasks the employee will most likely be expected to perform on a 
regular basis. The employee may be asked to perform different or additional tasks than the ones listed here, 
as the needs of the employer and/or the requirements of the position change. 

 

1. Assists in the maintenance of a City-wide Geographic Information System. 
2. Maintains City parcel map by digitizing surveys using COGO (Coordinate Geometry), advanced editing 

tools, ESRI’s Parcel Fabric, and other associated layers as needed by City departments, under the 
supervision of the GIS Coordinator. 

3. Plans, reviews, assigns, and maintains addresses per original surveys, site plans, and requests within 
City Addressing specifications; distributes addresses to other systems and agencies as needed, as 
directed by the GIS Coordinator. 
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4. Assists in maintenance of City GIS layers: primarily cadastral, administrative, and other basemaps, 
datasets, and specialty maps using ESRI’s mapping software, or other software provided by the City. 

5. Responds to proposed developments being reviewed by the City for survey closure, addresses, and 
parcel contiguity, under the supervision of the GIS Coordinator. 

6. Assists with the maintenance of GIS websites and data targeted for the general public and City staff 
using ArcGIS Server, Geocortex Essentials, Portal, ArcGIS Online, or other software. 

7. Prepares and performs complex spatial analysis and cartographic projects; prepares reports and 
provides technical assistance and documentation for inclusion in special study documents, as directed 
by the GIS Coordinator. 

8. Prepares maps and graphic displays for publication, printing, meetings, memorandums, and reports as 
needed for City departments. 

9. Assists in the maintenance, design, and creation of databases; collects and inputs data; produces and 
analyzes output. 

10. Works with appropriate City staff members to respond to City-wide GIS needs, under the direction of 
the GIS Coordinator. 

11. Responds to public inquiries and provides information related to City GIS database records and 
responds to requests for transmittal of digital mapping files, as directed by the GIS Coordinator. 

12. Assists in installation and updates to GIS software on end-user computers. 
13. Assists in executing training of end-users in the use of GIS software applications. 
14. Assists in the documenting GIS processes, applications and procedures, as necessary. 
15. Assists in updating the City website with new versions of published maps, data, and applications. 
16. Assists in maintenance of GIS Metadata. 

Other Job Functions 

17. Performs related duties as assigned. 

Requirements of Work 

Graduation from an accredited college or university with a Bachelor’s Degree in GIS, Geography, Engineering, 
Planning, Computer Science, or a closely related field, preferably with 1 – 2 years of experience in municipal 
GIS, database usage, and computer programming and systems operations, GIS certification; or any equivalent 
combination of training and experience which provides the following knowledge, ability and skills: 

Knowledge of • The theory, operation, application and capabilities of automation systems, 
equipment and software. 

• Database management and computer network operations. 

• Map compilation and quality control. 

• The use of standard office equipment, computers and relevant software applications 
including: ESRI ArcgGIS Desktop, ArcGIS Pro, ArcGIS Server, Spatial Analyst, 3D 
Analyst, Network Analyst, and preferably: Parcel Fabric, AutoCAD, VUEWorks, 
Microsoft SQL Server, Word, Excel, Access, PowerPoint, HTML, HTML5, Python, XML. 

Ability to • Read, write, and interpret legal documents and property surveys. 

• Develop, coordinate, plan, and prioritize projects and programs. 

• Communicate clearly and effectively, both orally and in writing. 

• Research, collect and analyze data. 

• Be organized and detail oriented. 
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• Work and make decisions independently, while at the same time, ability to 
cooperatively work as part of a team. 

• Establish and maintain effective working relationships with elected officials, 
members of various groups, organizations and associations, other GIS professionals, 
consultants, vendors, supervisors, coworkers and the general public. 

• Analyze problems and apply sound judgment in developing solutions. 

• Set priorities and meet deadlines in a fast-paced environment with frequent 
interruptions. 

• Train end users on the uses of various geographic information systems. 

Skill in • Public speaking. 

• Oral and written communications. 

• Organization and time management. 

Necessary Special Requirements 

 None 

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. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

• Work is performed in an office setting; hand-eye coordination is necessary to operate computers 
and various pieces of office equipment. 

• Specific vision abilities required by this job include close vision, prolonged visual concentration and 
the ability to adjust focus. 

• While performing the duties of this job, the employee is frequently required to sit, stand, walk, talk 
and hear; use hands and fingers to handle, feel, or operate objects, tools, or controls and reach with 
hands and arms. 

• The employee is occasionally required to bend, balance, stoop, kneel, crouch, or crawl.  

• The employee must occasionally lift and/or move up to 25 pounds. 

 
 
  
 


