
Job Description 

Position Title: Information Technician/ GIS Operator  

Reports To: Asset & Auxiliary Systems Manager  

Position Summary 

Under supervision, monitor and operate the functions associated with the asset management and 

operations division software tools and communications device inventory and processes. With 

support from internal and external IT/ Asset Management/ GIS professionals, perform GIS work 

relating to the geographic analysis of environmental parameters and/ or other factors, image 

processing, interpretation, and application of remote sensing data; perform geographic data 

digitizing; operate all computer hardware and software associated with the Geographic 

Information System. Performs additional related duties. 

 

Basic Requirements 

1. Education 

a. Bachelor’s degree from an accredited college or university. This requirement 

may be waived at the discretion of the EMUA.  
 

2. Experience 

a. Two (2) years of progressively responsible experience working in a professional 

capacity using Microsoft Office, Adobe Suite, and/ or a similar combination of 

professional and creative software.  

b. Demonstrated experience in data analysis and report presentation. 

c. Experience with public-facing communications tools and promotional campaigns. 

d. Familiar with common computerized maintenance management and utility 

enterprise asset management software. 

e. Familiar with ArcGIS online and related software/ hardware environments.  

 

3. Licensure 

a. Required-Valid New Jersey passenger driver’s license. Ability to lawfully 

operate Authority vehicles and public and private roadways. 

 

Responsibilities 

1. Operate the Geographic Information System and all associated hardware and software to 

display the results of data analysis. 



2. Perform geographic data digitizing and conventional data capture for specific 

assignments. 

3. Procure data, prepare data for system input, edits to ensure accuracy of machine-readable 

data, and verifies resulting data. 

4. Conduct data file management including editing, merging, deletion, and additions. 

5. Design the layout and features of all map, graph, and chart output products from the 

Geographic Information System using computerized cartographic techniques to produce 

maps.  

6. Assist in the development of measurement standards that reduce asset life cycle costs.  

7. Maintain documentation of all project-related discussions and meetings. 

8. Perform data acquisition and data reformatting for application to agency projects, 

activities, and issues. 

9. Perform integration of satellite-acquired data with the agency Geographic Information 

System for analysis of spatial distributions and display of results as computer-generated 

maps and/or photographic images as required. 

10. Based on user requirements, write, test, fully document, and maintain statistical programs 

to perform complex statistical routines and to generate reports, which may then be input 

to GIS software. 

11. Operate the Geographic Information System and all associated hardware and software to 

display the results of computer analysis. 

12. Procure support materials for asset management systems hardware. 

13. Conduct research on modeling, computer graphic, and mathematical mapping techniques 

made possible by the Geographic Information System, and relates these directly to 

information needs. 

14. Maintain highly specialized computer graphics and image processing hardware, software, 

and Authority smart device inventory. Notify supervisor of any problems. Perform 

emergency repairs to hardware and/or schedule repairs. 

15. Prepare technical reports and correspondence in the course of official duties. 

16. Will be required to learn to utilize various types of electronic and/or manual recording 

and computerized information systems used by the Authority or related unit.  

17. Identify and implement useful initiatives to create efficiencies in the use of asset data and 

records for integration into the Asset Management Plan. 

18. Coordinate communication with other departments, outside agencies and organizations to 

clearly identify, explain, and communicate project and/or program goals, expectations, 

objectives, policies, and priorities associated with the project and/or program. 

19. Assist in maintaining the information systems supporting asset information, 

prioritization, and management programs. 

20. Generate materials and graphics for use in public promotional and advertising campaigns. 

21. Under supervision, manage the Authority social media platforms.  

 

Basic Qualifications 

1. The ability to read, write, speak, and understand the English language sufficiently to 

perform the functions of the position. 



2. Ability to understand, remember and carry out oral and written instruction. 

3. Vision; both close vision and depth perception. 

4. Must possess strong organizational skills. 

5. Ability to properly gather and analyze data to make sound decisions and solve 

organizational problems. 

6. Ability to keep accurate records, prepare and analyze comprehensive reports, prepare 

memos and other written correspondences. 

7. Ability to use a computer and software as needed.  

8. Ability to hear to communicate with others, hear and recognize warning alarms and 

oncoming vehicles and equipment. 

9. Ability to smell to detect the presence of noxious/toxic fumes or gases. 

10. Ability to follow established processes and procedures. 

11. Must be able to report to work in a predictable and reliable manner, at the designated 

time regardless of the hour and location and in proper physical and mental condition to 

carry out assignments. 

12. Must be able to work overtime or extended shifts on an as needed basis. 

13. Must be able to work in any and all environmental conditions. 

14. Must be able to communicate with the public, supervisors and  coworkers in a polite and 

professional manner. 

15. Must be able to accept supervision including direction, praise, criticism and discipline. 

16. Must have and maintain the ability to legally operate Authority vehicles. 

 

 

Knowledge, Skills and Abilities 
 

Knowledge of: operational characteristics of a variety of computer platforms, networks, software 

applications and operating systems; methods and processes used in the installation, testing, 

troubleshooting and maintenance of computers, servers and related IT equipment; methods and 

techniques of application systems analysis; methods and techniques of managing, programing 

and troubleshooting of data management systems; techniques for providing user assistance; 

proper record keeping procedures and requirements. 

 

Skill and Ability to: recommend, implement, install and maintain appropriate technology to meet 

Authority needs; define and solve problems; collect data, establish facts, draw valid conclusions 

and prepare appropriate reports; detect and resolve information system problems; establish and 

maintain effective working relationships with those persons encountered during the course of the 

workday; implement and maintain information systems and supporting hardware and software 

applications; operate and support application software; detect and resolve IT system problems; 

perform database administration for multi-user, server based database systems; perform project 

management and participate as part of a project team when necessary; independently research 



methods and techniques of GIS systems database management; independently research advanced 

methods and techniques used in maintaining information systems security. 

 

Essential Functions of the Position 

The essential functions of the Information Technician include but are not limited to: 

1. Under supervision, coordinate the operation and maintenance of the GIS & IT systems, 

computers, workstations and other equipment related to the department. 

2. Troubleshoot, diagnose and resolve computer-related equipment problems to ensure 

functional operation. 

3. Analyze and define software, database and other system interface requirements adhering 

to recognized industry and/or regulatory standards. 

4. Perform computer back-up procedures; maintain files in an accurate and efficient manner 

and coordinate restoration and retrieval of files as needed. 

5. Transfer data from various sources onto Authority computer systems/servers. 

6. Coordinate and install all computer hardware and peripheral equipment. 

7. Train new users as needed. 

8. Research and recommend new systems and or upgrades to meet the future needs of the 

Authority. 

9. Prepare reports, documents, spreadsheets or other correspondences as required. 

10. Maintain all facets of the GIS system in proper operating condition. 

11. Evaluate, recommend and install servers, routers, cameras, software and any other IT 

related equipment necessary to ensure proper operation of the IT infrastructure; 

12. Exert force to move objects as follows: 

a. Exert 25 to 50 pounds of force occasionally. 

b. Exert 10 to 25 pounds of force frequently or greater than negligible. 

c. Exert up to 10 pounds of force frequently. 

13. Possess fine dexterity to operate various Authority equipment. 

14. Climb ladders and stairs. 

15. Utilize personal protective equipment. 

16. Ability to gather and process information in order to solve problems and make sound 

decisions. 

17. Ability to use office equipment including but not limited to keyboards, computers and 

software including but not limited to Microsoft Office, Outlook and other Authority 

software.  

18. Respond to remote facilities and perform field inspections. 

19. Must have the ability to read technical and repair manuals, plans, blueprints, technical 

specifications and other documentation related to the Authority’s equipment and 

facilities. 

20. Ability to legally operate appropriate Authority vehicles and equipment on the public 

roadways. 

21. Must demonstrate the ability to be self-motivated and possess the ability to work 

effectively with little supervision. 



22. Must be able to report for work, on time, physically fit in a predictable and reliable 

manner. 

23. Must be able to work extended hours and overtime as needed. Must be able to work any 

shift as needed to complete the Authority’s mission. 

24. Aptitude to attend training on and learn new processes and equipment as needed. 

25. Self-control and tact necessary to respond to co-workers, supervisors, and customer 

inquiries or complaints both verbally and in writing within a prompt time frame. 

 

Working Conditions 

 

1. Ability to work any assigned shift including nights, weekends and holidays. 

2. Ability to walk on non-level, uneven and slippery surfaces. 

3. Reaching, kneeling, climbing, crawling, grasping, holding and twisting various objects in 

the performance of daily activities. 

4. May be required to lift and carry air packs, pumps, hoses, lab equipment and paper boxes 

weighing up to 50 pounds and may have the need to move containers of material 

weighing in excess of 200 pounds utilizing safe work practices. 

5. Ability to work at heights including treatment tanks, storage towers, ladders, lifts, 

scaffolds. 

6. Exposure to the following environmental conditions: 

a. Wet. 

b. Heat. 

c. Cold. 

d. Heavy dust and pollen. 

e. Bright sunlight/glare. 

f. Noxious odors. 

g. Snow. 

h. Ice. 

i. Dirt. 

j. Noise-Ability to utilize hearing protection and occasionally shout to be heard 

above the ambient noise level. 

k. Vibration. 

l. Bio-hazards. 

m. Raw sewage. 

n. Contact with various chemical substances. 

7. Exposure to hazardous working conditions including: 

a. Moving machinery. 

b. Confined spaces. 

c. High voltage with the potential for arc flash. 

d. Working in places with potential for fall related impacts. 

8. Continuous work that cannot be easily or economically interrupted for breaks except at 

regularly scheduled intervals or at the completion of an assignment.  


