
DEPARTMENT OF NATURAL RESOURCES POSITION DESCRIPTION

Working Title: IS Land Information Officer
Classification: IS Data Services – Specialist

Purpose of the Position:
The Land Information Officer is responsible for the managing and maintaining critical agency data such as DNR Managed Lands, land acquisitions and associated IT applications. This position requires advanced-level skills in geographic information systems (GIS) and related database technology and the ability to use these technologies to implement a comprehensive land management program. The tasks conducted by this position facilitate the Department’s ability to communicate to the public about the location, use of, and access to the Department’s public land holdings. In addition, this position facilitates IT project planning and project management for the Land Records System (LRS) and real estate program GIS applications. 

This position provides training and technical assistance to statewide real estate staff and property managers on the use and management of land records and association web mapping systems and geospatial data. The position is also responsible for creating reports for DNR management, the Natural Resource Board (NRB), the Governor, the Legislature, the media and requests by the public.
		
Location, Geographic Scope and Travel Requirements:
The location of this position is in the Natural Resources Building, 101 S. Webster St., Madison. Limited telework may be available per agency and bureau policies. Travel within the state for meetings and consultation is necessary, though typically infrequent.

Scope of Authority:
This position works under the general supervision of the GIS Data, Analysis & Integration Section Supervisor in the DNR IT GIS Section and will work closely with the Facilities and Lands Program management, the Real Estate Section supervisor, and other cross-divisional DNR staff. This position will coordinate real estate GIS and Land Records System (LRS) projects.

TIME%		Goals and Worker Activities:
40%	A.	GIS Data and Application Development, Maintenance and Administration: Manage, maintain, and oversee
GIS datasets, GIS applications and GIS-related policies for the Facilities and Lands Real Estate Program, ensuring compliance with all necessary statutes, rules and agency IT/GIS policies.
A1.	Develop and manage GIS Oracle/ArcGIS Enterprise database components required for program needs.
A2.	Acquire/develop, QA/QC, enhance, and maintain Facilities and Lands Real Estate program-based geospatial data.
A3.	Develop automation processes for operational geospatial data and repository maintenance and management activities.
A4.	Evaluate and document geospatial data structure and content using appropriate GIS software and tools, and apply relevant data standards, best practices, standard operating procedures, etc.
A5.	Oversee the management and maintenance of the DNR Land Parcel relational database. These responsibilities include parcel digitization, digital and tabular correction, integration with Land Records System, and methods and standards documentation.
A6.	Oversee management and modifications to the Natural Resources Board acquisition authority (project) boundary GIS layer.
A7.	Develop and manage GIS map services, ArcGIS Online (AGOL) and Portal GIS data and application management and administration.
A8.	Develop/Maintain/Enhance/Support Department real estate-focused GIS mapping applications. Coordinate with GIS administrators for development, changes and new releases of GIS services and applications.
A9.	Design, develop, test and maintain Real Estate GIS web and mobile applications using ArcGIS Portal and ArcGIS Online (AGOL) or other available development environments.
A10.	Provide geospatial data guidance and support to program managers, DNR staff, and customers. 
A11.	Perform geospatial analyses as needed using applicable software, tools, and techniques.
A12.	Design and publish detailed map products for use by program staff, partners and the public as needed.
A13.	Facilitate GIS data collection using mobile, web, and desktop systems, assess and integrate GIS information with data in spatial or tabular Oracle tables, as necessary.
A14.	Serve as data custodian/steward of statewide DNR real estate GIS data layers by performing the following tasks: update, maintain, create, organize and grant access to statewide vector and raster datasets and maintain metadata consistent with DNR’s GIS standards.
A15.	Troubleshoot, identify, and resolve development, testing, and production application problems. Work independently to resolve problems with these GIS data and applications.
A16.	When requested, assist in the testing and debugging of programs, using a variety of professional tools, to meet needs and specifications.
A17.	Participate and contribute as needed in agency geospatial community to establish a connection with colleagues and stay current in agency-based technology and policies.

30%	B.	Land Records Data and Systems Manager: Manage, maintain, and oversee Land Records System Oracle
relational database and applications for the Real Estate Program, ensuring compliance with all necessary statutes, rules and agency policies.
B1.	Ensure database integrity of relational data and data entry through QA/QC
B2.	Develop land records policies, processes and practices that meet the Department’s statewide real estate needs.
B3.	Provide project management in systems maintenance, updates and development.
B4.	Supervise LRS developer to ensure systems continuity and agency compliance of the database and applications.
B5.	Provide training to Department staff on the use of the Land Records System application, including documenting and communicating changes, modifications and improvements as they occur.
B6.	Review existing land records recording processes and oversee database entry of DNR land records for all Department real estate transactions to ensure compliance with the program’s real estate record keeping practices.
B7.	Ensure consistency of land records data entry and management standards, maintain and updated through time to stay current with technology and process changes.

15%	C.	Real Estates Records, Data & Reporting: Provide timely and accurate reports related to the DNR’s real
estate assets to management, legislators, the Governor’s office, DNR Staff, media and the general public as requested. Assist staff, counties and local governments, and general public in DNR land records research and interpretation.
C1.	Respond to land information requests from Department administrators, state Legislature, state Governor's Office, DNR staff, the Department's private cooperators, and the public. Coordinate with Office of Communication for media and other sensitive requests for land information.
C2.	Automate routine report generation using available technology, collaborate with other program IT support staff to successfully implement and maintain processes.
C3.	Generate or distribute reports digitally on-line as applicable to needs or requests.
C4.	Document existing and new data standards and distribute documentation to interested parties within and outside of the Department.
C5.	Assist Department staff in the proper interpretation of property descriptions relating to Department land ownership and interests.
C6.	Coordinate with property planning program to provide land information records.
C7.	Coordinate publication of digital and hard copy of DNR’s Public Access Lands (PAL) Atlas.

10%	D:	GIS and IT Project Management
D1.	Develop Real Estate Program IT project plans, charters and other project management documentation.
D2.	Conduct business analysis to evaluate and document project needs.
D3.	Lead project or task teams to complete implementation of GIS applications or systems integration. Facilitate project team and stakeholder meetings as needed.
D4.	Evaluate needs for contractor support on large projects and ongoing specialized program IT project needs. Coordinating IT contractor activities for program.
D5.	Conduct “Request for Services” and “Request for Proposals” through State’s Vendor Management System
D6.	Work with necessary stakeholders, Bureau IT and GIS staff, business sponsors and Program management to estimate and prioritize project tasks in conjunction with non-GIS needs.
D7.	Interface with managers and management teams, presenting information about new or changed applications, changes in data architecture, potential new business opportunities due to technical advances, and impacts on business rules and processes.

5%	E:	Organizational Responsiveness
E1.	Develop and maintain technical guidance and documentation for GIS and IT applications and processes.
E2.	Manage public records applicable to job duties following all applicable agency policies.
E3.	Review and keep abreast of changes in knowledge and practices of position-related activities in responsibilities.
E4.	Participate in job-related training and organizational meetings as assigned by supervisor.
E5.	Participate in or lead technology focused teams related to program or DNR IT needs, in collaboration with program management.
E6.	Prepare forms and reports as necessary for personnel and budget accounting purposes in a timely manner.
E7.	Perform other position-related duties as assigned.
E8.	Follow all general and position-related safety requirements.

Knowledge, Skills, and Abilities:
1. Skill in interpreting and mapping legal descriptions and writing legal description text.
2. Knowledge of deed and chain-of-title concepts, skills in research and interpretation of deeds and titles.
3. Skill in management of statewide parcel and property data and map layers using GIS technology.
4. Knowledge of applicable state statues and rules governing real estate mapping, data management, and general practices relevant to the agency.
5. Knowledge of Environmental Systems Research Institute (ESRI) technologies, including: ArcGIS Desktop software (ArcGIS Pro); ESRI desktop extensions and tools (e.g., Spatial Analyst, 3D Analyst, Model Builder); ESRI ArcSDE database structure and management; and ArcGIS Online (AGOL) data, map, and application development and management.
6. Knowledge of ESRI ArcGIS for Server (AGS) web map and feature service development and maintenance.
7. Knowledge and experience creating mapping applications in ArcGIS Online, ESRI Portal, VertiGIS Studio, or similar environments.
8. Knowledge of customer service concepts and strategies with strong problem-solving skills.
9. Knowledge of web technologies for serving software and mapping system applications to customers.
10. Knowledge of relational database management, creation and maintenance including knowledge of Oracle and SQL.
11. Knowledge of relational spatial database development, management and maintenance.
12. Knowledge of electronic document capture, storage and management.
13. Knowledge of data collection procedures.
14. Skill in interpersonal relations, especially related to working on inter-disciplinary teams.
15. Ability to be flexible and able to adjust to changing technologies, methodologies, processes and priorities.
16. Ability to clearly communicate, verbally and in writing, highly technical information to technical and non-technical staff and public.
17. Ability to be quality-focused, performing tasks with a high level of accuracy, while keeping an eye on the big picture.
18. Ability to demonstrate good prioritization and organizational skills, and to work independently on multiple tasks/projects at one time.
19. Skilled at being proficient with Microsoft office products including Access, Excel, Word, Teams, Power Point, and SharePoint.
20. Knowledge of business analysis and project management concepts and application.
21. Knowledge of fundamental methodologies to perform technical geospatial data collection, processing, coordinate conversion, QA/QC, distribution, management, etc.
22. Knowledge of fundamental methodologies of mapping sciences and cartographic design.
23. Knowledge of SQL, Python, Arcade or similar scripting languages.
24. Knowledge of electronic document capture, storage and management.
25. Knowledge of application testing protocols and best practices.
26. Knowledge and skill working with developers to create technical specifications for use by programmers for coding.
27. Skilled in working with subject matter experts, business analysts and other IT professionals in the development of technical specifications for use by programmers developing complex applications.
28. Ability to implement quality assurance/quality control practices with other IT professionals.

Physical Requirements and Environmental Factors:
Physical requirements include talking in front of groups, sitting for long periods of time, lifting and carrying 5 to 30 lbs. Environmental factors include working indoors in an office setting and independently traveling to offices around the state.

Equipment Used:
Computer/laptop and peripherals, smartphone, projectors, in-person or virtual meeting software/hardware, GPS devices, copy machine, printers/plotters, other office equipment and supplies.



[bookmark: PD_Update_-_CERTIFICATION_STATEMENT_IT_2]
Information Technology (class/family title) CLASSIFICATION SURVEY
Position Description Certification Statement EMPLOYEE
I am aware that my position is included in the Information Technology classification survey and that position descriptions for positions included in this survey are to be updated to reflect current responsibilities. I also understand that my position will be allocated in the survey based on this current position description.
I have examined the attached position description dated (insert date) 	and agree that the position
description and its duties, goal statements, and percentages assigned, knowledge, skills and abilities (KSA), and organizational chart are current and accurate.

(NOTE: The percentages for the goals should add up to 100%. Where possible, an estimate of the percentage of time spent on each worker activity should be listed, particularly for worker activities which constitute 10% or more of the total workload.)

If you agree with the above statements, please sign below.

	

Employee Name (Print)	Employee Signature	Date




SUPERVISOR

I am aware that this position is included in the Information Technology classification survey and that position descriptions for positions included in this survey are to be updated to reflect current responsibilities. I also understand that positions in the survey will be allocated based on the current position descriptions.
I have examined the attached position description dated (insert date) 	and agree that the position description and its duties, goal statements, and percentages assigned, knowledge, skills and abilities (KSA), and organizational chart are current and accurate.

(NOTE: The percentages for the goals should add up to 100%. Where possible, an estimate of the percentage of time spent on each worker activity should be listed, particularly for worker activities which constitute 10% or more of the total workload.)

If you agree with the above statements, please sign below.

		

Supervisor Name (Print)	Supervisor Signature	Date

*Provide completed forms and position descriptions with organizational charts to the appropriate Agency Survey Coordinator.*
