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Job Description

Job Title:		Corporate GIS Officer		

Pay Grade:		W4 	
Directorate:		Place

Team:			Planning Policy	

Reporting to:	Planning Policy Manager	

Budgetary Responsibilities: NONE

Job Purpose:
· To provide the strategic lead on and develop, coordinate, and manage the Council’s Geographic Information Systems (GIS) and Geographic Information (GI) related activities.
· To update and implement the corporate GIS strategy and action plan 
·  to provide training and enabling support to users across the organisation and promote and make best use of GI systems, data and other resources.
·  to contribute to continuous businesses improvement and efficiency and linking of data between corporate systems. 


Main Tasks:

1. To operate and maintain the Council’s Geographic Information System (GIS), directly and through guiding colleague
2.  use of GIS.
3. Ensure that information is accurately entered by users, is up to date and available at all times and add completed departmental layers to the corporate database. 
4. Ensure the accurate recording of all software bugs and enhancements and liaison with the software supplier. 
5. Liaise with ICT to request and schedule software upgrades and implementation. 
6.  Administer spatial elements in the Idox software, in consultation with the Information Systems Support Officer (Land and Property).
7. Record all GIS data received from external agencies and any data supplied to external agencies / contractors, checking, and recording copyright details.
8. Identify, develop, and promote relevant spatial standards across the Council.
9. Establish and maintain suitable arrangements to ensure that spatial issues, systems, and data are understood by all relevant staff, including senior management.
10. To represent the Council in appropriate county-wide, regional, and national bodies and to liaise with external partners such as borough and district councils as required.
11. Lead research, analysis, feasibility studies, preparation of corporate business cases and evaluation of spatial applications.
12. Carry out the role of Principal Contact in implementing the Public Geospatial Services Agreement (PSGA).
13. Provide a high level of pro-active customer service in the prompt and accurate retrieval of information.
14. Manage background data used in the corporate GIS (MasterMap / Raster Maps/ third party data APIs, etc.). 
15. Be responsible for the continued development and implementation of intranet and internet GIS technology of the Council.
16. To provide an initial user support service for GIS problems and ongoing advice to GIS users throughout the Council.
17. To assist in the design, development and creation of file geodatabases and other related projects.
18. To liaise with Surrey County Council, other local councils, and partner agencies to promote the exchange and sharing of GI data.
19. To train business teams on GIS data capture and management and application development.
20. To keep up to date with statutory requirements in relation to industry developments and published datasets and ensure compliance.
21. Run and administer the ArcGIS User Group.
22. Support users’ using ArcGIS Enterprise and ArcGIS Online (e.g. interactive maps, story maps, field maps/ mobile data capture/field work/surveys. , etc).
23. To provide assistance with the Local Land and Property Gazetteer in the absence of the Gazetteer & Projects Officer.
To undertake other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post. 



People Management: N/A


Service Management: N/A


Financial Responsibility: N/A


Other Responsibilities: N/A

To undertake other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post.

Person Specification
Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· A-Levels or equivalent. 
· Degree in relevant subject/ discipline or equivalent 
· Degree in relevant subject, such as GIS MSc or equivalent or studying for. 


	E
E

D

	A
A

A

	Experience
	· Use of spatial and geographic data and research. 
· Use of Esri. 
· Understanding of the spatial administration of Idox.
· Computer literate and proficient in Microsoft Office software Implementing GIS systems. 
· Understanding of local government functions and political context
· Excellent ability to effectively communicate with different audiences of varying seniority. Ability to work well under pressure and work to statutory deadlines. 
· Accuracy in work with an eye for detail. 
· Ability to prioritise and organise work.
· Ability to work on own initiative as well as part of a team.
· Commitment to continuous improvement.

	E

E
D

E

D

D

E


E

E
E
E

E
	A/I

A/I
A/I

A

A/I

A/I

A/I


A/I

A/I
A/I
A/I

A/I

	Special Requirements
	· Attendance at events outside normal office hours. 
· Committed to high quality, customer focused service delivery.
· Organised, methodical and efficient.
· Commitment to continuous improvement through better use of technology
	
D


E
E
	
A


A
A



Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	No
	Disclosure and Barring Service check required?
	No
	If yes, what level?
	Choose an item.
	Is this a Politically Restricted Post?
	No
	Does this role have emergency responsibilities?
	No	Choose an item. 





Role Map

	Behaviour
	Level Required (1-4)

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	2

	Communicating Openly
	2

	Performance Management
	1



Please refer to the Council’s Behavioural Framework for examples and indicators of the expected behaviour required at each level (this will be attached as a document to each job advert).
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