POSITION DESCRIPTION

GEOGRAPHIC INFORMATION SYSTEM COORDINATOR/

 DATA ADMINISTRATOR

INTERDISCIPLINARY POSITION: 

Geographer ‑ GS‑0150 ‑ 12/13

Computer Specialist - GS-0334-12/13

Supervisory, Fish and Wildlife Biologist, GS‑0401 ‑ 12/13

INTRODUCTION:
This position is located in the Arcata Fish and Wildlife Office (AFWO), California Coast/Klamath Ecoregion, California Nevada Operations Area, in Arcata, California. Incumbent serves as the AFWO Systems Administrator and the AFWO Geographic Information (GIS) System Coordinator and Data Administrator (DA). Provides leadership and coordination implementation of the AFWO GIS Requirements Analysis and Strategic Plan. Serves as the AFWO primary representative in inter‑agency, inter‑governmental, national, regional, local, and private natural resources GIS and Data Administrator cooperative activities. 

MAJOR DUTIES:
A. Directs operations of all geographic information system analysis and output in the GIS Center in the AFWO. Output will be designed, including maps, analysis, and reports. GIS operations will be oriented towards supporting an ecosystem approach to fish and wildlife conservation and planning. Position will include administration of interagency contracts, and oversight of employees from other agencies.

B. Serves as the System Administrator for AFWO.  Maintains server operations to insure maximum office productivity and provides troubleshooting expertise to maintain continuous system functioning.

C. Supervises staff dedicated to this program facility, such as: computer specialists and geographers. Develops performance standards, identifies areas of needed improvement, and provides performance appraisals for assigned staff.

D. Prepares budget recommendations to support staff and other resources involved in planning. Manages allocated funds, FTE's, travel, and training within applicable policy and guidelines to accomplish assigned objectives and meet management responsibilities.

E. Coordinates GIS support for a wide variety of program functions, including: Refuges, Fisheries, Klamath and Trinity River Basin Restoration programs, Outreach, Endangered Species, Federal Projects, as well as the Habitat Conservation Planning (HCP) program. Provides technical expertise and leadership in the utilization of the full range of GIS and DA technology for natural resources research, planning, management, and monitoring. Coordination includes development and maintenance of a spatial data clearinghouse for Northwest California integration of USFWS and other state, local and Federal agency resources; identification of potential GIS application, life cycle cost analysis, GIS alternatives review, data formats and standards use and compliance, communications and integration design, data management guidance, proposed GIS projects recommendations; and periodic review of the effectiveness and efficiency of GIS projects as part of the region GIS strategy.

F. Designs, develops, implements, and maintains the AFWO data administration program and related systems. Integrates the AFWO data administration program with local, regional, and national data administration programs. Provides principle leadership in the design, develop, and maintenance of agreements, procedures, and infrastructure to accomplish resources data sharing among all cooperators.

G. Develops and administers AFWO GIS education program for management and technical staff. Maintains state‑of‑the‑art knowledge of natural resources GIS and DA technology, industry standards, policy, initiatives, and activities. Reviews proposed GIS projects and makes recommendations to insure attainment of Region, program, and AFWO natural resources GIS and DA goals.

H. Assigns, schedules, and oversees the planning, conduct, and preparation of highly sophisticated reports and maps with meaningful analyses and pertinent recommendations.

Factor 1. KNOWLEDGE REQUIRED FOR THE POSITION
1. Mastery of information systems and geographic information systems technology, requirements analysis, system design, data administration, data base management, project management, and information resources management consulting practices.

2. A professional knowledge of geographic, and/or fish and wildlife biology, and/or computer systems development of GIS and DA applications in these professional fields. This knowledge is used in coordinating multiple natural resources, geographic, topological, and biological GIS and DA projects in the AFWO. Knowledge is applied in project proposals development and consulting support to program Office and other government and private participants. It is used in advising AFWO and Region on new developments and technology advances in the natural resources GIS and DA disciplines. Knowledge is also used in planning, coordinating, and directing standing and ad‑hock natural resources GIS and DA activities for the AFWO. Knowledge is used in development of policies, standards, and guidelines for GIS and DA project proposals.

3. Ability to evaluate and interpret comprehensive reports, research papers, and scientific literature and apply findings to solve current management problems and accomplish objectives.

4. Ability to establish productive professional relationships with agencies and individuals of diverse disciplines and often divergent philosophies. Experience and effectiveness in public speaking and in technical and non‑technical writing is essential. Ability in decision‑making, leadership, negotiation, motivation, communication, and quality control.

Factor 2.  SUPERVISORY CONTROLS
1. The incumbent independently plans and carries out work assignments with or without assistance of staff as warranted by nature of the work. Completed work on activities not re‑delegated to the incumbent for signature authority is submitted to the staff supervisor for review, but such products are expected to be suitable for approval without review.

2. Provides administrative direction with broadly defined GIS and DA mission and goals statements. The employee has the responsibility for planning, design, and carrying out studies, program plans, projects and coordination, as a peer, with experts both within and outside the organization.

3. In performing the work, the employee makes extensive unreviewed technical judgments concerning the interpretation and implementation of existing natural resources GIS and DA policy for AFWO projects. Identifies and prepares revised policy as required to achieve natural resources GIS and DA mission and goals.

4. Decides which analytical and technical decisions lead to or form the basis for program and AFWO policy and operational decision by top management. The employee is regarded as the leading GIS and DA technical authority for the AFWO and provides consulting services for major GIS and DA activities in the AFWO and works in collaboration with other Federal and non‑Federal agency GIS staff.

5. The supervisor usually accepts the employee's recommendations without change. Results of the work are considered technical authoritative and are normally accepted without significant change. Review concerns and matters such as the fulfillment GIS and DA program mission and goals accomplishments.

Factor 3. GUIDELINES
1. Guidelines include the Endangered Species Act, Fish and Wildlife Coordination Act, NEPA, Migratory Bird Treaty Act, Clean Water Act, Comprehensive Environmental Response, Compensation and Liability Act, Resource Conservation and Recovery Act, the Water Resources Council Principles and Guidelines, Executive Orders and other applicable agency and interagency regulations published in the Federal Register, and Service policies, regulations, and directives. 

2. Policies and precedents provide guidance in some cases which is general in nature with little specificity regarding the approach to be followed in accomplishing the work. Guidelines exist in the form of general agency policy, legislation, broadly stated technical objectives, or comparable guidance requiring extensive interpretation.

Factor 4.   COMPLEXITY
1. Assignment is for the comprehensive accomplishment of the AFWO GIS and DA programs. The employee initiates all necessary action to insure the accomplishment of natural resources GIS and DA program goals throughout the AFWO. These are complex technical programs and involve numerous phases and projects throughout the AFWO and other FWS program areas extensive collaboration with other local, state, Federal governments, and private organizations.

2. Judgement is required in areas such as developing ways to obtain data on and evaluate the significance of technology advances in the natural resources GIS and DA specialties. This employee is recognized as the AFWO expert in these specialties.

Factor 5.  SCOPE AND EFFECT
1. The work involves planning, developing systems, coordinating, and carrying out vital natural resources scientific GIS and DA projects throughout the AFWO. The natural resources GIS and DA programs are central to the mission of AFWO and its programs and impact all major programs, region, Service, other Bureaus, state and local governments, and private natural resources organizations.

2. This employee regularly represents the AFWO in meetings, task groups, and standing Region and national coordination groups. These efforts lead to long term progress in applying GIS and DA disciplines to the management of natural resources. The employee represents the AFWO and contributes to Regional natural resources GIS and DA efforts to enhance cooperation and sharing of information.

Factor 6.   PERSONAL CONTACTS
1. The purpose of the contacts is to coordinate work efforts, solve problems, or to advise managers on the accomplish of specific natural resources GIS or DA projects. The employee also works with others to justify, defend, negotiate, or settle highly significant natural resources GIS and DA matters. 

2. Contacts within and outside the agency are made with biologists, geographers, engineers, planners, administrators, and persons of allied disciplines within the Service and with other developmental, planning, and regulatory entities. 

Factor 7.  PURPOSE OF CONTACT
1. Contacts are made with AFWO staff members to determine the status of work in progress, resolve difficulties, and control the quality of work produced. Contacts are made with professional workers outside the

Service to discuss work scheduling, exchange information on project planning, and negotiate solutions where possible to problems stemming from divergent points of view.

2. The purpose of the contacts is to coordinate work efforts, solve problems, or to advise managers on the accomplishment of specific natural resources GIS or DA projects. The employee also works with others to justify, defend, negotiate, or settle highly significant natural resources GIS and DA matters.

Factor 8. PHYSICAL DEMANDS
1. Work is sedentary. No special physical demands are required to perform the work. 

Factor 9. WORK ENVIRONMENT
1. Work is performed primarily in an office environment. There will be requirements to visit project sites, other local, state, and Federal offices throughout the year. Incumbent is expected to perform all duties in a safe manner consistent with all applicable Department and Service safety standards, as well as ensure a safe working environment for all employees within their supervision. 

