State of Florida

POSITION DESCRIPTION


	CAREER SERVICE  FORMCHECKBOX 
  SELECTED EXEMPT SERVICE  FORMCHECKBOX 
  SENIOR MANAGEMENT SERVICE  FORMCHECKBOX 
  OTHER  FORMCHECKBOX 
          

	POSITION LOCATION INFORMATION
	Position Exempt Under 110.205(     )(    ), F.S.

      Managerial  FORMCHECKBOX 
     Confidential  FORMCHECKBOX 
     Supervisory  FORMCHECKBOX 
     Other  FORMCHECKBOX 


	NAME OF AGENCY:
                                   Department of Environmental Protection
	Organization Level:  

      Current:  37 25 02 04                           Proposed:  37 25 02 04                 

	DIVISION/COMPARABLE:

                                                 Resource Assessment & Management
	Position Number:

37020436
	FTE: 

1.0
	Security Role Code:

M

	BUREAU/COMPARABLE:

                                                            Florida Geological Survey
	Current Broadband Level Code: 

19-2041-2
	Current Class Title: 

Environmental Specialist II
	Current Class

 Code: 

4809

	SECTION/SUBSECTION:

                                                           Administrative and Geological

                                                                   Data Management
	Proposed Broadband Level Code: 


	Proposed Class Title: 


	Proposed Class Code: 



	HEADQUARTERS/COUNTY CODE: 

                                                               Tallahassee / Leon / 37
	Type of Transaction: 

Role Code Change

	INCUMBENT:

                       Vacant
	APPROVAL AUTHORITY USE ONLY

	POSITION ATTRIBUTES:

EEO:  01  FORMCHECKBOX 
 02X 03 FORMCHECKBOX 
 04 FORMCHECKBOX 
 05 FORMCHECKBOX 
 06 FORMCHECKBOX 
 07 FORMCHECKBOX 
 08 FORMCHECKBOX 

CBU:  01  FORMCHECKBOX 
 02  FORMCHECKBOX 
 03 FORMCHECKBOX 
 04 FORMCHECKBOX 
 05X 06 FORMCHECKBOX 
 07 FORMCHECKBOX 
 08 FORMCHECKBOX 
 09  FORMCHECKBOX 
 10  FORMCHECKBOX 

           11 FORMCHECKBOX 
 18 FORMCHECKBOX 
 80  FORMCHECKBOX 
 81  FORMCHECKBOX 
 86 FORMCHECKBOX 
 87 FORMCHECKBOX 
 89 FORMCHECKBOX 
 99 FORMCHECKBOX 
 Other  FORMCHECKBOX 
      
Special Risk:  Yes  FORMCHECKBOX 
  No X 

Overtime: Yes  FORMCHECKBOX 
 No X 

CAD: Yes  FORMCHECKBOX 
  No X
	Broadband

Level Code

    
	Class

Code

     
	Approved By

     

	Effective Date      

	
	APPROVED BROADBAND OCCUPATION:

     


	
	APPROVED CLASS TITLE:

     

	1. This position reports directly to:    Position Number  37000434         Broadband Level Code 11-9121-3  

 Broadband Occupation  Natural Sciences Managers Class Code 5058  Class Title  Professional Geologist Administrator - SES                                   

2. Broadband level code, class title, class code, position number, and headquarters location of each position which reports directly to this position:     

Coordinate OPS employees.
3. What statutes establish or define the work performed?       
4. This position has financial disclosure responsibility in accordance with Section 112.3145, F. S.:  Yes  FORMCHECKBOX 
  No X


	5. Current budget for which this position is accountable (if applicable):      


	     
Salaries & Benefits


	     
O.P.S.
	     
Expenses

	     
F.C.O.


	     
Data Processing
	     
TOTAL ALLOTMENT

	If the current budget includes other areas of accountability include them in the TOTAL ALLOTMENT and provide a brief explanation.

     


	                                                                                                                                                       POSITION NUMBER:   37020436          

6. Duties and Responsibilities - Describe in detail the specific duties and responsibilities assigned to this position and the percentage of time for each.  Indicate the role of this position in accomplishing the unit and agency mission.  If applicable, include examples of independent, final policy decisions made and show their effect on the agency, the public, or other state agencies.

% of Time

Duties and Responsibilities
*60

*20

*10

5

5
This professional position conducts and assists with environmental/geological research as it relates to products contributing to responsible use and understanding of Florida’s natural resources. Specific responsibilities include planning, designing, directing, producing, and editing GIS projects for geological mapping analysis and interpretation. A working knowledge of geological mapping for environmental and geological applications using GIS analysis and associated programs is required.

FGS Geologic Mapping/Geographic Information System (GIS) Program: Develop, implement and direct the FGS Geologic Mapping/GIS Program. Responsible for the following geologic mapping and GIS functions within the Program: 1) using ArcMap, ArcView, and other GIS software for entry, analysis, and presentation of geologic data, 2) creating scripts to facilitate FGS geologic research programs, 3) assisting staff with mapping of database records, image analysis, geologic surface modeling, geochemical mapping and 3D visualization, 4) collecting, maintaining, and analyzing geological spatial and attribute information using appropriate database and GIS-related tools and software, 5) complying with DEP metadata standards, 6) designing, managing, and converting existing FGS digital files (AutoCAD and database) for GIS-compatibility, 7) preparing documentation of developed GIS processes and programs including flow charts, narratives, test data, and work flow as appropriate, 8) providing technical support for the FGS Web page, including associated digital publications. Hire OPS and coordinate their work assignments and schedules to support these FGS GIS functions.

GIS Standardization/Administration: Coordinate with senior scientific staff to develop computer cartographic and database standards for geologic maps and illustrations. Prepare protocols and data and media standards for digital GIS-related files as agreed upon. Work with staff in defining system hardware and software requirements and specifications necessary to carry out GIS implementation and data conversion. Research and recommend GIS software improvements, upgrades, add-ins and new programs as appropriate. Train and assist other staff in GIS programs and DEP digital map library use. Administer GIS workstations. 

GIS/Geologic Research: Assist with local and statewide environmental and geological research programs with special emphasis on GIS analysis for geological research applications. Prepare environmental, geological, and GIS-related information and products for surveys, reports, projects and presentations.

Attend training courses and meetings related to GIS, image analysis, and mapping standardization. Serve as FGS GIS coordinator and liaison with the Bureau of Information Services GIS Section.

Perform other duties as required.

Read, review and keep track of updates for DEP Directive 415 – “Performance Appraisal for Career Service, Senior Management & Select Exempt Service” and DEP Directive 300 – “Purchase of Commodities and Contractual Services”. 
7. Knowledge, skills and abilities, including utilization of equipment, required for the position:     
Knowledge of 1) terminology, principles, and analytical techniques of computer programming and systems design, 2) computer operations, procedures and systems, 3) personal computers and software, 4) GIS database design and map libraries, 5) terminology, principles and analytical techniques of the physical or natural sciences, and 6) principles and procedures of data collection and analysis. 

Skilled in 1) the use of Geographic Information Systems and software including ArcMap, ArcView and 3D Analyst, and 2) database design for GIS compatibility and conversion of existing graphics and data to GIS format.
Ability to 1) collect, evaluate, analyze and interpret scientific or technical data, 2) plan, organize, and coordinate work assignments, 3) use personal computers, 4) understand and apply applicable rules, regulations, policies and procedures relating to environmental programs, 5) prepare technical reports, 6) work independently, 7) communicate courteously and effectively orally and in writing, 8) communicate technical information effectively, 9) maintain effective working relationships with others,  10) use problem solving techniques, and 11) coordinate work assignments of others and insure proper completion of work assignments.
8. Licensure/registration/certification requirements (If applicable, list the appropriate Florida Statute or federal regulation cite):     
9. Other job-related requirements for this position:      
10. Working hours: (A) Daily from 8:00 to 5:00 (B) Total hours in workweek 40 (C) Explain any variation in work (split shift, rotation, etc.) Flextime



	11. Agency Use Only – 

         Check those that apply:  Uniform Allowance  FORMCHECKBOX 
    CJIP  FORMCHECKBOX 
     Bond Indicator  FORMCHECKBOX 
     Drug Screening  FORMCHECKBOX 
    Re-screening  FORMCHECKBOX 

            Security Check:  No security screen required  FORMCHECKBOX 
   Background investigation required  FORMCHECKBOX 
   Background & fingerprint required  FORMCHECKBOX 

                Fingerprint investigation required  FORMCHECKBOX 
  Access to abuse records  FORMCHECKBOX 
   Caretaker  FORMCHECKBOX 
   Financial  FORMCHECKBOX 
   Law enforcement  FORMCHECKBOX 
   Management  FORMCHECKBOX 
 

                Sensitive  FORMCHECKBOX 
   Agency security check  FORMCHECKBOX 
 

           Other:       

	The following have acknowledged that the statements above, to the best of their knowledge, accurately describe the duties and responsibilities of the position.

	Incumbent signature:                                                                                                                                                  Date: 

	Discussed with employee:  Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Supervisor’s signature:

Jacqueline M. Lloyd
	Title:

Professional Geologist Administrator - SES
	Date: 



	Approval of Reviewing Authority:        Edwin Conklin 


	Title: 

Director, Resource Assessment & Management
	Date: 



	Approval of Agency Personnel Officer:   


	Title: 


	Date: 
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