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SHELBY COUNTY 911 EMERGENCY COMMUNICATIONS DISTRICT  
JOB DESCRIPTION 

 
GIS ADMINISTRATOR 

Salary Range $56,800 to $85,000 
 

Effective April 7, 2011 
          
I. Job Summary 

 
 Implements and maintains Shelby County 911 District’s Next Generation NG911 

geodatabase.  Interfaces with other GIS professionals throughout Shelby County to obtain 
reference data and ensure 911dataset accuracy. 

 
II. Duties and Responsibilities 

Essential duties and responsibilities include those listed below and may be supplemented, 
as necessary.  Reasonable accommodations may be made in accordance with the 
Americans with Disabilities Act (ADA). Other duties may be assigned, as indicated below. 
 
1. Implements and maintains Shelby County 911 District’s Next Generation NG911 

geodatabase. 
2. Maintains and distributes files that include the intelligent street centerline file, address 

point file, and municipal boundary ESRI shapefile.  
3. Interfaces with other GIS professionals throughout Shelby County to obtain reference 

data and ensure 911dataset accuracy. 
4. Interacts with Public Safety Answering Point (PSAP) personnel responsible for map 

data and provides assistance, as necessary, to ensure that the data used for dispatching 
purposes is up-to-date.  

5. Assists in maintaining the Master Street Address Guide (MSAG). 
6. Assists in coordinating customer address locations with AT&T and tower locations 

and routing with wireless telephone carriers. 
7. Conducts mapping research, including field work, to resolve conflicting information 

and verify address issues for data accuracy purposes. 
8. Assists in providing day-to-day support for all computer and network equipment 

within the office. 
9. Stays abreast of developments in GIS hardware and software and makes 

recommendations to update systems. 
10. Adheres to safety regulations, standards, procedures, and practices.  
11. Maintains confidentiality of information in accordance with organizational 

expectations. 
12. Participates in professional organizations. 
13. Attends out-of-town conferences and seminars on a periodic basis, as required. 
14. Works planned and emergency overtime on a 24/7 basis, as required.  
15. Performs other duties as assigned.  
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III. Qualifications 

 
 Bachelor’s Degree in Geographic Information Systems, Geography, or Computer Science; 

or an equivalent combination of education and experience which provides knowledge,  
GIS ADMINISTRATOR 

 
 skills, and abilities required for the job.  Knowledge of Shelby County streets preferable 

Ability to identify, analyze, and solve problems independently.  Ability to effectively 
communicate (oral and written) and demonstrate interpersonal skills in workplace 
interactions.  Ability to plan and organize projects and carry out multiple assignments and 
priorities.  Ability to work independently with minimum supervision. Ability to maintain 
confidentiality of information.  Ability to pay attention to details necessary to ensure data 
accuracy.  Knowledgeable in ESRI Licensed products, including ARC Info. Knowledge of 
SQL Server, Python, C++, Visual Basic, and networking preferable.  Computer skills that 
include Word, Excel, e-mail (Microsoft Outlook preferred), and Internet.  Valid driver’s 
license from state of residence. 

 
IV. Work Environment 

The following are representative of the environmental conditions in which an employee 
works while performing the essential functions of this job.   
 
The majority of work is performed inside under normal office conditions.  Mobility to and 
from various work areas and external facilities is required. Work involves extended periods 
of time performing work at a computer. Talking and hearing are necessary in 
communicating with others. The work involves movements that include sitting, standing, 
stooping, and reaching. The noise level is normal for an office work environment.  
Effective vision (near and far) and the ability to distinguish colors are required. Talking and 
hearing are necessary in communicating with others. Lifting up to 35 pounds is required.   
 
 
 
 
 
 
 
Resumes may be: e-mailed to rchiozza@shelbycounty911.org; faxed to the attention of 
Raymond Chiozza, (901) 380-4707; or mailed to the attention of Raymond Chiozza, 3150 
Lenox Park Blvd., STE 108, Memphis, Tennessee 38115.  Resumes must be received by 
4:30 p.m. Wednesday, April 20, 2011. 
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