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Job Description
	[bookmark: _Hlk524340960]1. POST DETAILS

	Division:
	Resources

	Business Centre:
	Digital Services

	Working Hours:
	37

	Grade:
	10 / MMA

	Work Base:
	Civic Centre, Addlestone

	Prepared/Agreed by:
	Corporate Head of Customer, Digital and Collection Services
Head of Digital Innovation


	Date:
	May 2024



	2. ORGANISATIONAL RELATIONSHIPS

Reports to: 			Head of Digital Innovation 
Deputising Responsibility:	N/A
Directly Supervises:		GIS and Address Officer
                                               GIS and Address Officer
Indirectly Supervises:		N/A

	
	

	[bookmark: _Hlk524341219]3. JOB PURPOSE 

	To manage the day-to-day operations of the Geographical Information Systems (GIS) including data digitisation and validation, leading on corporate GIS projects, maintaining existing GIS systems including the capture, analysis and presentation of the Council’s GIS data for use by all Council Staff and the presentation of public data on the internet. Responsible for specialised advice in responding to GIS and geospatial enquiries.

Responsible for Runnymede’s Local Land and Property Gazetteer ensuring for address updates to the NLPG hub and street change notifications to SCC.  Leading on enabling the corporate use of the gazetteer.

To manage the task of maintenance and improvement of the corporate gazetteer which updates the National Land and Property Gazetteer, and the Land Charges Register.  To promote the linking of all Council datasets to this gazetteer.  



	4. MAIN DUTIES OF THE POST

i) Responsible for the delivery and display of Runnymede’s Geographical Information System, including the capture and presentation of new and updated datasets, and the corporate roll-out of this service.
ii) Responsible for the maintenance of the councils corporate GIS database (PostGIS), creating tables, importing data, creating new users and manging the database roles and permissions. 
iii) Responsible for the associated GIS applications (QGIS / FME / GeoServer), ensuring software is updated and providing guidance to users where needed.
iv) Responsible for Runnymede’s Local Land and Property Gazetteer ensuring for address updates to the NLPG hub and street change notifications to SCC. Leading on enabling the corporate use of the gazetteer.
v) Building and maintaining the councils web mapping services and expanding the functionality of these through HTML / JavaScript / PHP scripting. 
vi) Attending regional meetings of local authority GIS users and LLPG liaison groups.
vii) Responsible for the capture of planning registration sites, enforcement notices, tree preservation orders, planning applications and constraints and investigation of discrepancies a) to enable an accurate electronic Land Charges system, b) to assist planning staff with their electronic planning system and c) for the provision of scaled plots for planning staff.
viii) Carry out data cleansing and matching to improve the quality of the GIS and LLPG databases to ensure they meet the required standard set by external companies and stakeholders.
ix) To ensure the Council meets its statutory obligations for LLPG data submissions to the National Land and property Gazetteer and to liaise with County Council for queries and updates related to the National Street Gazetteer.
x) Responsible for the daily oversight and management of our partnership with Reigate & Banstead for delivering their gazetteer and street naming and numbering services.
xi) To undertake site visits for unresolved address-based queries as required
xii) To support Planning Policy with mapping requirements and using GIS to aid decision making in the development or review of local plans / planning policies / neighbourhood plans
xiii) Implementation of map slippage corrections, particularly in areas affected by OS Master Map quarterly updates.
xiv) Responsible for the capture and updating of metadata to conform to European and UK Standards and the efficient management of the geodatabase.
xv) To undertake digitisation of spatial data onto the corporate GIS system for the provision of data analysis and visualisation through desktop and web GIS applications.
xvi) To undertake data validation and quality checks against internal and external data sources to ensure data accuracy and currency for corporate GIS datasets. 
xvii) To be responsible for the digital map production of spatial data to support Council projects and services in providing location-based intelligence.
xviii) To lead on the planning and implementation of GIS project-based work for business units 
xix) Assist in the creation and update of metadata to conform to the INSPIRE Directive and UK GEMINI standards.
xx) Assist in the creation and maintenance of data translation workflows to automate and / or improve GIS processes (FME).
xxi) To assist in providing training for users of desktop and web GIS applications
xxii) To carry out the day to day management of SNN processes / applications in accordance with all statutory requirements, including the collection of information on-site and consultation with statutory bodies and other interested parties (Royal Mail, developers etc.). 
xxiii) To regularly review the management and operation of the SNN function, improving and developing the business process. 

5. GENERAL
i) To ensure compliance with the Council’s Customer Care Code
ii) To ensure fairness and equality of treatment to customers and staff and adherence to the Council’s equal opportunities policies as they relate to services and employment
iii) To ensure effective prioritisation of tasks and management of time
iv) To make the best use of Digital resources in processing and management of information and delivery of services
v) To understand what good Customer Service is and how to provide it
vi) Represent the Digital Services team and Council in a professional and positive manner with both internal and external stakeholders
vii) Undertake training as and when required
viii) Comply at all times with the relevant security, privacy and data protection standards.
ix) Any other duties which may be allocated from time to time which are commensurate with the post holder’s qualifications and experience
The above is a record of the main duties and responsibilities of this post at a given date. As necessary, following consultation, duties and responsibilities may change from time to time to meet the requirements of the service. Any such changes will be incorporated in a revised job description and, where appropriate, result in a re-evaluation of the grade of the post.

	


Person Specification
	Essential
	How
assessed
	Desirable
	How
assessed

	Education & training
	A.F
	Int
	
	A.F
	Int

	Relevant experience of working with LLPG, SNN or GIS Data.
Educated to degree level or equivalent in GIS, Geography or related IT subject
	


	


	Attended GeoPlace Address training course

	

	

	Experience & knowledge
	
	
	
	
	

	Good understanding and knowledge of GIS and spatial data
Experience of working with QGIS or a similar desktop GIS

Knowledge and/or experience of LLPG & NLPG processes and procedures

Knowledge and experience of SNN policies and processes

Experience of working with open source GIS software

Knowledge of Ordnance Survey and the PSGA

Knowledge of web based GIS principles – WMS / WFS


		

	














		
















	Experience of working with GeoServer

Experience of working with Open Source Geospatial Databases (PostGIS)

Experience of working with FME

Knowledge of the use of GIS in local Government

Experience with web based scripting (PHP / JavaScript HTML)

Experience of using Power BI and Power Automate
	














	














	Personal qualities/personality
Highly motivated / self-starter
Team player
Flexible and responsive
Interpersonal skills
Prioritisation skills
Organisation skills
Communication skills – verbal and written. 
Customer Service skills
Ability to clearly translate technical issues and solutions in plain language to non-technical users
		

	









	




		

	


	










	
	
	


	Skills
	
	
	
	
	

	Ability to work as part of a team
Ability to effectively communicate
Have an understanding of excellent customer service
To learn to troubleshoot problems
Ability to learn new technologies quickly
To understand the importance of deadlines
	






	






	
	
	

	Career Objectives
	
	
	
	
	

	Willingness to undertake relevant training
	
	
	
	
	

	Special Requirements
Ability to work flexibly and occasionally out of hours
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