
 
LEE COUNTY, FLORIDA 

CLASSIFICATION SPECIFICATION 
 

CLASSIFICATION TITLE:              GEOGRAPHICAL INFORMATION 
SYSTEM (GIS) SPECIALIST 

 
 
 
PURPOSE OF CLASSIFICATION 

 
The purpose of this classification is to acquire and maintain a database of Geographical Positioning System (GPS) co- 
ordinates for the Supervisor of Elections office which includes applicable district boundaries, geographical features, 
roadways, etc.  Provide data from the GIS for SOE departments to assist in locating district boundaries, precinct 
boundaries, and other appropriate staff needs. 

 
ESSENTIAL FUNCTIONS 

 
The following duties are normal for this position. The omission of specific statements of the duties 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. 

 
Verifies accuracy of GIS information for use by the SOE; verifies accuracy of legal descriptions, zoning and site plans, 
or surveys from computer records; acquires and maintains the GIS database for the SOE.  Learn, maintain and update 
the GIS system on an ongoing basis.  Input all new and changing addresses in the GIS system.  Create, maintain, print 
and distribute maps from the system as required by the office. 

Perform tasks within the SOE’s Voter Focus registration software as it pertains to the Map Info system.   

Receives and responds to special requests for GIS information from SOE staff.  Prepares/submits reports of GIS projects 
and work activities. 

 
Provides assistance and information related to department GIS activities; responds to routine questions/complaints and 
initiates problem resolution. 
 

Create and maintain “how to” and “best practices” documentation on Map Info mapping procedures.  

Perform tasks within the SOE’s Electionware software as it pertains to Election creation, including but not limited to 
all aspects of ballot design and tabulation programing as needed. 

Resolve IT tickets related to hardware, software, Active Directory, e-mail and other Voter Focus and network 
administration issues.  

Help to perform diagnosis of system problems that arise, and personally correct or initiate corrective action through 
other technicians, consultants, vendors, technical manuals or supervisors. 

Provides excellent customer service to members of the general public and other SOE employees. Communicates with 
supervisor, employees, other departments, customers, the public, and other individuals as needed to coordinate work 
activities, review status of work, exchange information, or resolve problems. 

 
 
 
 
 
 



 
ADDITIONAL FUNCTIONS 

 
 
Maintains an awareness of new technologies, methods, trends and advances in the profession; reads professional 
literature; attends workshops and training sessions as appropriate. 
 
 
Performs general/clerical tasks, which may include making copies, sending/receiving faxes, filing documentation, 
processing incoming/outgoing mail, maintaining inventory of GIS information for SOE use. 
 

Operates a personal computer, printer, plotter, copy machine, fax machine, printer, calculator, 
telephone, or other equipment as necessary to complete essential functions, to include the use of word processing, 
e-mail, Internet, or other computer programs; performs basic maintenance of computer system and office equipment, such 
as backing up data or replacing paper, ink, or toner. 
 

Prepares or completes various forms, reports, correspondence, work reports, and time sheets, or other documents.  
 
Attends meetings or serves on committees as needed. 

 
Performs other related duties as required. 

In the event of a declared state of emergency, employees in this classification may be called to work during days or hours 
other than those for which they are regularly scheduled. 

 
 

MINIMUM QUALIFICATIONS 
 

Five years minimum of Map Info project management, software development and applications support experience 
and three years or more of experience with Voter Focus or a comparable voter registration system; or any equivalent 
combination of education, training, and experience which provides the requisite knowledge, skills, and abilities for 
this job.   

 


