LAND RECORDS ADMINISTRATOR
DEFINITION

Under the general supervision of the Director of Planning and Development, oversees county-wide parcel mapping and property listing activities; acts as the liaison with the Bureau of Information Management in managing technology issues; performs digital data development; performs custom map creation; provides program integration; supervises the Records and Support Division staff; and performs related work as required.

EXAMPLES OF DUTIES

Oversees the county-wide parcel mapping and property listing activities; assists department head with technology decisions; researches and recommends new software and hardware; performs data development which is project specific; acquisitions external data sets and the implementation into county’s GIS; works on planning and development projects; responds to public requests; supervises assigned staff.

EMPLOYMENT STANDARDS

Education and Experience:  Any combination of training and experience equivalent to a Bachelor’s degree in computer science, geography, or related field, and experience with ArcView and Workstation Arc/Info preferably using Windows NT 4.0.  Supervisory or lead work experience is preferred.

Knowledge, Skills  and Abilities: Knowledge of principles and techniques of coordinating system transformations and projections; knowledge of digital data input methods including digitizing and coordinate geometry (COGO), knowledge of topological data structures and relational database management systems; effective oral and written communication skills; ability to operate ESRI software; ability to operate ArcView 3.x, Microsoft Office suite and Foxpro; ability to work effectively with others.

Special Requirements: Must have the ability to operate ESRI software. Prefer ability to operate ArcView 3.x, Microsoft Office Suite, and Foxpro.
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