
GIS/CAD/Web Technician    Chino Valley 

 
GIS/CAD/WEB TECHNICIAN 

 

Department: General Services  Class Code: 22 

Reports to: General Services Director FLSA Status: Non-Exempt 

 

GENERAL PURPOSE:  Under limited supervision, administers the Geographic Information System (GIS) data 
base.  Work responsibilities extend to producing automated engineering drawings and designing and 
maintaining the Town web site. 

 

PRIMARY DUTIES AND RESPONSIBILITIES: 

The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only 
a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may 
be required to perform additional, position-specific duties. 

 

 Works in conjunction with the County GIS Department to increase the accuracy of the Town parcel data; 
maintains zoning, addressing, parcel boundary adjustments and other data; produces maps; creates 
specialized mapping products. 

 Produces automated engineering drawings; prints and updates drawings for the Engineering 
Department. 

 Serves as the Web Master; maintains the web site; updates pages; places all meetings, minutes, 
special events, announcements and related items on the web site; creates web sites for other 
departments; places the monthly Senior Center menu and activities on the web site.  

 Administers street names; works with the County to ensure there are no duplicate street names within 
the County; works with developers or neighborhoods to coordinate requested street names; manages 
and assigns address numbers to all buildings within Town limits; reassigns addresses that are incorrect. 

 Produces signs for various departments; prints posters and signs; mounts printed signs on hard board.  

 Maintains the GIS budget. 

 Works on large special projects for various departments; scans documents; provides assistance with 
wording on a RFT; creates forms; proof reads for departments; answers phones; monitors a Fax server. 

 Maintains the integrity, professionalism, values and goals of the Town by assuring that all rules and 
regulations are followed, and that accountability and public trust are preserved. 

 Supports the relationship between the Town and the constituent population by demonstrating courteous 
and cooperative behavior when interacting with residents, visitors and Town staff; enthusiastically 
promotes the Town’s goals and priorities in compliance with all policies and procedures. 

 Performs related duties as required or assigned. 

 

 

MINIMUM QUALIFICATIONS: 

 

Education and Experience: 

Associate degree in geography/geology or a closely related field and three years of experience in GIS, CAD and 
website design/maintenance or an equivalent combination of education, training and experience. 

 

 



JOB DESCRIPTION   GIS/CAD/Web Technician 
 

 
GIS/CAD/Web Technician  Chino Valley 

Required Licenses or Certifications: 

 

None.  

 

Required Knowledge of: 

 Computer systems, computer hardware, computer troubleshooting and repair. 

 Web site design and maintenance. 

 GIS software. 

 AutoCAD operations and equipment. 

 Principles and practices of project management. 

 FTP Transfer Programs 

 Sothink DHTML menu, Sothink Tree Menu. 

 Programming languages, including html, java script, php, adobe acrobat java script, xml and ArcGIS 
databases. 

 ArcGIS, Adobe Creative Suites 7.0-CS5, including Photoshop CS5 Extended, Illustrator, Dreamweaver,    
and AdobeAcrobat 9 Pro. 

 Microsoft Office applications. 

 Principles and practices of budget administration. 

  

 

Required Ability to: 

 Develop and maintain effective working relationships with Town staff, Council members, vendors, 
contractors, various external organizations and individuals and the general public.  

 Work independently and within a team environment. 

 Make decisions, maintain composure and work effectively under stressful conditions. 

 Evaluate facts and evidence, drawing logical conclusions and making proper recommendations. 

 Communicate effectively, both orally and in writing. 

 Assess and prioritize multiple tasks, projects and demands. 

 Operate a variety of various computer hardware and software. 

 Exhibit excellent customer service skills. 

 

Physical Demands / Work Environment:   

 Work is performed primarily indoors.  May be required to perform a full range of motion with lifting and/or 
carrying supplies, materials, equipment and/or items weighing up to 25 pounds.   

 

Core Values: Integrity, Teamwork, Respectful, Communication, Service, Leadership, Innovation 
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