
 

   

MACON-BIBB COUNTY GOVERNMENT 
PLEASE POST FOR ALL APPLICANTS TO READ 

 
Job Summary: This position is responsible for coordinating of the Board of Assessors tax mapping 
functions. 
 
Duties and Responsibilities:  

1. Coordinates the Assessor’s Office property tax mapping function. Updates the digital cadastral 
database (i.e., “tax maps”), which change on a regular basis due to new parcel splits, 
combinations, and development of new subdivisions. Updates attribute table data for splits, 
combinations, etc. of parcels, road development and soil surveys. 

2. Maintains GIS land base parcel data; creates maps using GIS software; interprets civil 
engineering plans, plat maps and legal descriptions; conducts mapping research in the field and 
office; collects global positioning system (GPS) data. 

3. This position will utilize the following concepts: coordinate geometry (COGO), Projections and 
coordinate systems, surveying; legal descriptions, local and state statues as they pertain to 
subdivisions, annexations and other documents of land division. 

4. Provides customer assistance, create maps, and analyzes complex geographic data. Develops 
policies and procedures for ensuring spatial accuracy quality controls. Reviews GIS spatial data 
for accuracy and completeness. 

5. Researches property ownership and boundary disputes. 
6. Familiarity with professional grade GPS products is a plus. 
7. Ability to integrate CAMA databases with GIS layers for the analysis of appraisal uniformity, data 

errors and sales proximity for the use in property assessment and the appeals process. 
8. Will create both standard and custom map products for both internal and external users. 
9. Coordinates and assists in training staff in various aspects of software and database procedures. 
10. Designs, develops and maintains GIS production schedules.  
11. Manages and monitors project progress to ensure timely completion of projects in conjunction 

with the assessment calendar. 
12. Ability to initiate a teamwork approach to the job by coordinating with others and considering the 

entire organizations goals.  
13. Effectively present information and respond to questions, inquiries, and complaints from 

managers, office staff and the general public. 
14. Performs other related duties as assigned. 

 
Minimum Qualifications 

1. Bachelor’s Degree in GIS, Geography, Computer Science or closely related field, with a minimum 
of two (2) years’ experience in GIS/Information Technology implementation and administration.    

2. Work experience required including the research and retrieval of public records, mapping 
principles and design, drafting, word processing, and CAMA software. 

3. Proficient in the following software programs: ArcGIS 10.2, WinGAP CAMA system, SQL, 
Microsoft Word, Excel, and Access.  

4. Knowledge and understanding of basic cartographic principles and spatial analysis with the ability 
to read, understand, and work from plats, deeds, legal descriptions and drawings.  

5. Knowledge of ArcGIS and related Geographical Information System software is essential. 
6. Knowledge of local government organization and administration 
7. Knowledge of methods and techniques of research, statistical analysis and report preparation 
8. Ability to plan, coordinate and organize work; set priorities and meet critical deadlines  
9. Ability to communicate effectively both orally and in writing 

 
 

POST DATES:  7/17/2014 TO UNTIL FILLED                               EEOC CODE:                         CLASS CODE:  

 

CLASSIFICATION TITLE:  MAPPING DIRECTOR 

 

JOB CLASS (GRADE):                                                                                                          HOURLY RATE:  $27.26 

 

LOCATION:  TAX ASSESSORS                 WORK WEEK:  M – F            HOURS:  8:00 AM – 5:00 PM 

 

DEPT. HEAD:  ANDREA CRUTCHFIELD                               (  ) REPLACEMENT          (  ) NEW 

REQUIREMENT 

 

                                    

 



 

   

Working Conditions  
 

1. Works in temperature controlled office environment 
2. Minimum travel 
3. High activity, multiple deadlines, constant interruptions 
4. High visibility of behavior 

5. Moderate physical activity (lifting, stretching, standing)  
 

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER 
 


