
Camden County Board of Commissioners 
Job Description 
            
Job Title: GIS Analyst FSLA Status: Non-Exempt 

Pay Grade: 7 Department: Tax Assessors Office 

Job Type:  Full Time Revision Date: Feb 21, 2019 

  Position ID: TA07 

 
 
JOB SUMMARY:  The Geographic Information System Analyst is responsible for analyzing 
property transfers and maintaining and updating the GIS maps in order to assist with the 
development and documentation of the county tax digest. 
 
MAJOR DUTIES: 
 

 Records monthly transfer slips and deeds. 
 

 Maintains and updates GIS base maps to include new parcels with the use of deeds and 
plats. 

 
 Assigns tax identification numbers, digest class, and strata codes to new land parcels in 

CAMA system. 
 

 Researches warranty deeds, divorces, estates, contracts, plats, splits and wills in order to 
correctly map properties. 

 
 Draws new GIS maps, including subdivision expansions and land divisions. 

 
 Identifies map and parcel numbers of properties being transferred. 

 
 Responds to inquiries concerning property locations, descriptions, ownership, valuations, 

and others. 
 

 Researches, retrieves, and copies both new and old subdivision, boundary plats, and 
deeds from the Clerk of Court’s Office. 

 
 Performs daily backup procedures, downloads system and software upgrades from the 

WinGAP website, installs software applications, and troubleshoots operating problems. 
 

 Assists office staff with computer applications and programs as needed. 
 

 Performs other related duties as assigned. 
 
 
KNOWLEDGE REQUIRED BY THE POSITION: 
 

 Knowledge of the geography and location of properties in the county. 
 

 Knowledge of real estate transaction documents and procedures. 
 

 Knowledge of drafting and mapping techniques. 
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 Knowledge of computer operating systems and software applications. 
 

 Knowledge of modern office practices and procedures. 
 

 Knowledge of state and county laws, rules, and regulations regarding property tax and 
appraisal methods. 

 
 Knowledge of Geographical Information Systems. 

 
 Knowledge of GPS applications and functions. 

 
 Skill in utilizing a computer and various spreadsheet and word processing programs. 

 
 Knowledge of surveying methods and techniques in application to mapping. 

 
 Skill in operating Esri ArcGIS Products. 

 
 Skill in maintaining accurate records. 

 
 Skill in researching deeds and property transactions. 

 
 Skill in performing basic mathematical calculations. 

 
 Skill in reading and interpreting maps, plats, and deed information. 

 
 Skill in operating such office equipment as a personal computer, copier, camera, and map 

reproduction machines. 
 

 Skill in the use of various drafting instruments.  
 

 Skill in dealing with the public. 
 

 Skill in oral and written communication. 
 
SUPERVISORY CONTROLS:  The Chief Appraiser and Deputy Chief assigns work in terms of 
general instruction.  Completed work may be spot-checked for accuracy and the nature and 
propriety of the final results. 
 
GUIDELINES:  Guidelines include the Official Code of Georgia Annotated, county and 
department policies and procedures, state Department of Revenue regulations, and standard 
computer-assisted drafting techniques.  These guidelines are generally clear and specific, but 
may require some interpretation in application. 
 
COMPLEXITY:  The work consists of computer-assisted drafting and mapping duties.  Errors 
from vague deeds or previously drawn maps can contribute to the complexity of the work. 
 
SCOPE AND EFFECT:  The purpose of this position is to maintain updated property maps for 
use in developing the tax digest.  Successful performance helps ensure that property values are 
equitably appraised and affects the public image of the county government. 
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PERSONAL CONTACTS:  Contacts are typically with co-workers, property owners, attorneys, 
surveyors, appraisers, real estate agents, developers, bank personnel, municipal employees, 
and the general public. 
 
PURPOSE OF CONTACTS:  Contacts are typically to give and exchange information, provide 
services, and resolve problems. 
 
PHYSICAL DEMANDS:  The work is typically performed while sitting at a desk or table.  The 
employee uses tools requiring a high degree of dexterity. 
 
WORK ENVIRONMENT:  The work is typically performed in an office and outdoors when setting 
GPS points.  The employee may be exposed to dust, irritating chemicals, and cold or inclement 
weather. 
 
SUPERVISORY AND MANAGEMENT RESPONSIBILITY:  None.  
 
MINIMUM QUALIFICATIONS: 
 

 Knowledge and level of competency commonly associated with completion of specialized 
training in the field of work, in addition to basic skills typically associated with a high 
school education. 

 
 Sufficient experience to understand the basic principles relevant to the major duties of the 

position, usually associated with the completion of an apprenticeship/internship or 
having had a similar position for one to two years. 
 
 
 
 
 
 
 
 
 
 

The above cited duties and responsibilities describe the general nature and level of work performed by people assigned to the job.  
They are not intended to be an exhaustive list of all the duties and responsibilities that an incumbent may be expected or asked to 
perform.  The omission of specific statements of duties or responsibilities does not exclude them from the classification if the work is 
similar, related, or a logical assignment for this classification.  Other duties may be required and assigned. 
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Skill Requirements:  (X = Required for job) 
 Typing/computer keyboard  Verbal communication 
 Utilize computer software (specified above)  Written communication 
 Retrieve and compile information  Public speaking/group presentations 
 Maintain records/logs  Research, analyze and interpret information 
 Verify data and information  Investigate, evaluate, recommend action 
 Organize and prioritize information/tasks  Leadership and supervisory, managing people 
 Operate office equipment  Basic mathematical concepts (e.g. add, subtract) 
 Advanced mathematical concepts 

(fractions, decimals, ratios, percentages, 
graphs) 

 Abstract mathematical concepts (interpolation, 
inference, frequency, reliability, formulas, 
equations, statistics) 

Physical Requirements:  (X = Required for job) 
 Sitting for extended periods  Lifting/carrying up to 20 pounds various items 
 Standing for extended periods  Lifting/carrying more than 20 pounds various items 
 Extended periods viewing computer screen  Repetitive Motions 
 Walking  Pushing/Pulling 
 Reading  Bending/Stooping 
 Speaking  Reaching/Grasping 
 Hearing  Writing 
 Distinguishing between shades of color  Other (List): 

Hazards:  (X = Required for job) 
 Normal office environment  Electrical current 

 
Outdoors with potential exposure to noise, 
dust, dirt, and inclement weather  Housekeeping and/or cleaning agents 

 Toxic or caustic chemicals  Proximity to moving mechanical parts 
 Flammable, explosive gases  Exposure to contagious or infectious diseases 

 

Employee Acknowledgement: 
I have reviewed and understand the requirements stated in this Position Description.  
 
  
Employee’s Signature Date 

 
 


