Multi disciplinary Position
Geographic Information System Assistant, GS-2210-6/7

Introduction
This position serves as a Geographic Information System (GIS) Assistant.  The incumbent will provide technical and administrative assistance for the GIS program.  Responsibilities include: cartographic design and development, documentation of software, data and user procedures, special analysis projects, user support and training of applications, GIS lab operations support, and help desk support for basic ITM issues and GIS problems.   

Major Duties
1.  Creates cartographic products to meet office GIS needs, and develops and improves cartographic tools to assist in our ability to meet future GIS needs.

2.  Prepares written training materials and documentation for GIS  projects and applications.  Prepares material for professional presentations and conferences.  Provides direction and tools to users for presentation development related to GIS activities.

3.  Incumbent will assist other GIS and ITM staff in the support of user-friendly applications for use by biologists for managing, viewing, mapping, and analyzing spatially oriented fish, wildlife, and habitat data.  

4. Assists and provides technical support for efforts related to the design, development, acquisition, application, and/or management of GIS implementations.  Maintains current knowledge of available GIS hardware and software, and will assist in daily operations support for GIS lab.

5. Develops instructional material and provides basic training for beginning users (administrative, biological, clerical) on the various standard software applications and hardware systems: WordPerfect (Perfect Office Suite applications), Internet, the electronic mail system, MS-DOS, laser printers, GIS plotters and equipment, and office standards.  Trains users in the execution of programs both written within the Service and proprietary software.  Approaches instruction and applications as an integrated system.

Factors
1.  Knowledge Required by the Position
- Conceptual understanding of  digital cartography and/or 2-dimensional graphic oriented applications.  Limited knowledge of or ability to learn theories principles, practices, and application of Geographic Information Systems.

- Knowledge of Arcview or Arc/Info with skill in designing, organizing, and managing GIS analyses.  Knowledge of Paradox, MS Access, Oracle or some other database type system.

- Experience willingness to learn SUN UNIX systems, associated devices, and the inter-operability of the systems.  Experience or willingness to learn Arc/Info on Windows NT platform, and Internet GIS application development.

- Demonstrated ability and skill in communicating effectively both verbally and in writing with biologists, other professionals, and managers in identifying technical and management issues, resolving problem issues, and conveying information regarding project status and objectives.

- Knowledge of current technologies in the field of office and natural science use software and hardware.

- Conceptual understanding of the operation of computers, peripheral devices, digital communication over phone lines using modems, and software.

- Proficient in use of microcomputer word processing software and most aspects of Corel Office suite.

- Able to learn new techniques by self study of manuals and systems documentation.

- Communicate despite barriers, misconceptions.  Able to listen for understanding.

- Teaching concepts and skills.  Able to transfer knowledge to users within a formal setting.

- Capable of writing procedures for performing logical processes with software packages for users without technical background

- Can perform installation procedures for software customization

- Understanding ASCII code and how it is used in file creation

- Troubleshooting malfunctions - problem solving

- Able to analyze problems and tasks logically, divide tasks into subparts for action.

Supervisory Controls
Employee is supervised by the ITM supervisor.  Work is assigned verbally or in writing in terms of objectives to be achieved.     The Supervisory Computer Specialist establishes overall objectives and resources available to administer the ITM program.  Work is reviewed to determine if objectives have been met.

Guidelines
The incumbent works within the general administrative regulations and guidelines for ITM promulgated by the Fish and Wildlife Service, Department of Interior, and the Federal Government.  Often times, technical guidelines are limited, so independent judgement and initiative will be required ti supplement them.

The incumbent will frequently have to exercise considerable judgement to apply the guidelines to develop each specific product.  The complex and technical nature of the assignments requires considerable initiative, creativity, and sound judgement in day-to-day decisions.  He/She operates within the parameters established by the Region and Ecoregion ITM/GIS office and the ITM/GIS coordinator.

Complexity
The incumbent will be performing technically complex duties often under tight operational deadlines and without precedents to refer to.  Problem solving may be complicated by the novel or obscure nature of the problems or by the special requirements for effective coordination with other staff members.  The incumbent will occasionally analyze sensitive data associated with highly controversial issues or projects.

Scope and Effect
The scope of this position is with the management of information among local offices.  The information systems that are created may serve as prototypes for distribution throughout the Service.  Information and systems designed to organize or manage information effect the efficiency of all of the office=s operational and administrative functions.

Personal Contacts
Contacts include: personnel within the regional Office, field station personnel; professionals and technicians in other FWS Regions and offices with special emphasis on North Pacific Ecoregion   Offices; professionals and technicians in other government agencies; professionals and technicians with State and local government agencies; private agencies, universities, and professional societies, and the general public. 
Purpose of Contacts
Contacts are made for problem identification, obtaining and providing information, procurement of computer hardware and software, technical discussions, training, delivery of advice and recommendations, clarification of policy and procedures, and to persuade others to cooperate in achieving objectives in cases where there are problems securing cooperation.  During technical discussions and when making recommendations, the incumbent will advise management and staff on the use of particular technical methods and procedures.

Physical Demands
The work to be performed is sedentary in nature.  There will be some walking, bending and reaching typically associates with office work.  Some lifting and carrying of items, less than 50 pounds, may occasionally be required.  Occasional field work maybe required for GIS applications and training.

Work Environment
The work is largely performed in an office setting and may involve prolonged exposure to moderate noise levels and radiation produced by electronic equipment.  The office is adequately lighted, heated, and ventilated.  Travel will be required to implement information systems.  Some field work may be required to support GIS/GPS systems.  The incumbent is expected to conduct duties in a safe and orderly manner so as not to endanger self, fellow workers, or property.

