
POSITION DESCRIPTION


BRANCH CHIEF - CARTOGRAPHY/GIS BRANCH

Multi-Disciplinary Position


Supervisory Cartographer  GS-1370-13

Supervisory Geodesyst  GS-1372-13

Supervisory Geographer  GS-0150-13

Supervisory Computer Specialist GS-0334-13

Supervisory Physical Scientist GS-1301-13

INTRODUCTION
The incumbent is a Cartographer, Geographer, Computer Specialist, or similar related discipline, who serves as the Supervisor of the Branch of Cartography/GIS, Division of Planning, Refuges and Wildlife, located in the U.S. Fish and Wildlife Service Region 1 Office, Portland, Oregon.  Incumbent is under the general supervision of the Planning Division Chief. The incumbent's primary responsibility is the management and supervision of the Branch.  The office is a Geographic Information System (GIS) and Computer-Assisted Drafting (CAD) office staffed by Cartographers, Cartographic Technicians, Biologists and Computer Specialists who function as GIS/CAD Specialists.  This staff is dedicated to acquiring, developing, organizing, analyzing, presenting, and distributing geographic data which support Realty management, Refuge Planning and other regional programs. 

A. Major Duties and Responsibilities

1. Operational
a.
Oversees the development, maintenance and regional compatibility of the Refuges and Wildlife Program GIS.  

b.
Designs, develops, documents, and administers a long-range strategy for a Refuges and Wildlife GIS Program for National Wildlife Refuges and other Management Units.

c.
Oversees the development and documentation of GIS/CAD standards which are applicable to Division work and compatible with requirements of other USFWS offices, performing GIS activities.

d.
Provides expertise and leadership in the fields of GIS, CAD, cartography, and data administration to Program and Division staff and other regional programs.

e.
Prioritizes the efforts of the Branch and is responsible for ensuring that the mapping and spatial data requirements of the Divisions of Realty and Refuge Planning are accomplished.

1 Responsible for the development of metadata for all spatial data originating within the GIS program. 

g.
Responsible for decisions regarding the acquisition of hardware, software, and data that contribute to the ongoing efforts of the Branch.

h.
Establishes and oversees contracts for GIS and CAD support, computer systems maintenance, and equipment service agreements; ensures compliance for software license agreements.

i.
Develops relationships and coordinates work with other USFWS offices performing GIS/CAD activities.


j.
Serves as the region's primary Division of Planning, representative at national, interagency, regional, local and private mapping and spatial data forums.

2. Supervisory
a.
Serves as the first-level supervisor, exercising supervisory responsibilities over 4-8 employees (cartographers, cartographic technicians, biologists, and/or computer specialists) in grades GS-12 and below who are engaged in GIS/CAD activities :

b.
Ensures Branch staff coverage; coordinates time and attendance of subordinates.

c.
Evaluates the performance of employees. 

d.
Advises, counsels, and/or instructs employees on administrative matters.

e.
Interviews candidates for positions supervised; recommends appointment, promotion, and/or reassignment to such positions.

f.
Hears and resolves complaints from subordinates; effects disciplinary measures such as warnings and reprimands; refers unresolved or more serious cases to higher level supervisors.

g.
Identifies developmental and training needs of staff and assures appropriate development and training.

B. Factors
1. Knowledge Required
Operational
a.
Knowledge of, and expertise in, the disciplines of geography, cartography, geodesy, computer science and biological sciences.

b.
Knowledge of, and expertise in, the fields of GIS, CAD, data base administration and management, and Internet data publishing.

c.
Knowledge of, and expertise in, managing GIS/CAD cartographic projects in a production environment.

Supervisory

a.
Ability to supervise and direct a team of professional and technical employees in the completion of all phases of their work to support mapping and GIS/CAD requirements for Refuges and Wildlife=s divisions of Realty and Refuge Planning.

b.
Ability to communicate effectively orally and in writing.

2. Supervisory Controls
Supervision is administrative in nature as provided by the Planning Division Chief, and relates to matters of broad, overall policy, establishment of program objectives, special assignments, and approval of programs and policies recommended by the incumbent. Work is reviewed for attainment of Service objectives, proper integration with other programs and activities of the Region, and compliance with established policies and legislative requirements. Refers to the Chief of Refuge Planning for decision only on those matters involving changes in objectives, priorities, and procedures. The incumbent is relied upon to exercise technical and administrative leadership and ability in formulating and executing effective programs.

3. Guidelines
a.
The programmatic aspects of the position are accomplished within the broad framework of legislative laws, executive orders, department regulations and USFWS policies. The technical aspects of the position are guided by the Realty Manual, Refuges requirements, necessary legal issues regarding data ownership, value, control, and access, generally established geographic, cartographic, computer science and biological principles, specifically established Service standard operating procedures, and applicable system hardware and software guidelines.

b.
Guidelines tend to be either very broad or very technical/application specific. The incumbent must exert a high degree of judgement, originality, and creativity to develop methods, procedures, and policies for Branch, Division, and Regional use, and innovation where guidelines do not exist due to rapid changes in technology.

4. Complexity
a.
The role of the position is complex, requiring the  supervision of a diverse group of multi-disciplinary (cartographers, cartographic technicians, biologists, computer specialists) professionals and technicians. This requires the ability to assign work in an effective and efficient manner to appropriate individuals and to track the progress of multiple projects in various stages of completion. Incumbent is responsible for affecting the content and character of the operations under her/his direct supervision.

b.
The work of the branch, and therefore the incumbent, is complex. The fields of GIS, cartography, geodesy, computers, and biology are constantly changing as new theories, new technologies, and innovative research dictate. The incumbent must demonstrate a broad knowledge of these fields and apply and integrate geographic, cartographic, cadastral,  biological and computer systems knowledge and skills to support realty management and refuge operations functions which result in professional biological evaluation, appraisal, acquisition, and resource management of federal lands.

c.
The incumbent is responsible for dealing with all levels of management within the Department and Service. She/he serves as the technical expert/consultant to the Chiefs of Realty and Refuge Planning.

d.
The incumbent works in cooperation and coordinates work with other agencies of Federal, state, and local government,  other divisions of the US Fish and Wildlife Service, and the Regional GIS and Data Administrators.  ARW representative at Region GIS meetings, etc.  to provide the most effective and efficient use and management of human and material resources.

5. Scope and Effect
a.
The purpose of the work is to supervise and direct a team of professional and technical cartographers, cartographic technicians, biologists, and computer specialists who function as GIS Specialists dedicated to acquiring, organizing, developing, analyzing, presenting, and distributing geographic data which support Realty management, Refuge Planning and other regional programs. 

b.
Data and map products developed by the Branch have substantial effects in the Division, the Regional Office, on National Wildlife Refuges and associated field offices, to other federal, state, and local government agencies, non-profit land conservation trusts and the public at large. In the Division, the work will directly support a program that identifies, appraises, acquires and manages lands for the Federal government.  This involves maintaining and utilizing legal records in a variety of formats, as well as a large data bank of resource information from widely diverse sources.  The ability to research, analyze and properly present these data affects program management and decisions based on GIS and cartographic products. Likewise, these data support the requirements of other Regional Office programs (Ecological Services, Fisheries), on-site refuge management personnel, cooperators and partners, both public and private, dedicated to land protection and a public that  has a right to know more about the location, extent, and access of lands acquired on their behalf.  The ability to develop and manage a relational data base is essential to properly inform not only the public, but other federal, state, and county agencies, as well as other USFWS programs.

6. Contacts
The incumbent, regarded as the Region 1, ARefuges and Wildlife@ technical expert in GIS, is responsible for dealing with all levels of Service management who require information regarding GIS, both as pertains to Service lands and in a general context. This is true of Washington Office, R1 Regional Office, R1 Refuge Field Stations, other regional staff using GIS, and other Regional Offices. The incumbent must also establish relationships and maintain contacts with federal, state, and local government agencies, non-profit land conservation groups, equipment manufacturers and suppliers, software developers and vendors.

7. Purpose of Contacts
Contacts are made for the purpose of exchanging information, acquiring or distributing data, acquiring goods and services, providing technical advice and guidance, and resolving technical problems. The incumbent may be required to testify before courts, boards, and administrative bodies on Service policy and procedures and may also represent the Region and the Service in matters related to geographic information. 

8. Physical Demands
Work is mostly sedentary and in an office environment, however, some walking, bending, kneeling, and light lifting may be required. Driving a government vehicle for official business is sometimes necessary.  Field work can be necessary as required or substantiated. 

9. Work Environment
The work is completed mostly in an office environment, however, occasional outdoor work and travel may be required.  The office work is generally in a comfortable, well-lit, well-ventilated, office area.  Temperature and weather extremes may be encountered in the performance of outdoor work. 

