GIS Intern

Title: GIS Intern FLSA Status: Nonexempt Supervisory Responsibilities: No
Reports to: GIS Analyst or Utility Services Department: Utility Services Date Created/Last Evaluated: May 2025
Director Administration

Schedule: Monday — Friday, variable hours up to 29 hours per week between 9 a.m. — 4 p.m. (flexible hours based on school
schedule)

Summary
The GIS Intern performs entry-level work supporting the department’s Geographic Information System (GIS) projects and services.

This position is designed to provide hands-on experience to individuals interested in GIS careers. Under supervision, the intern assists
with data collection, mapping, and analysis tasks and gains exposure to real-world municipal GIS applications.

Qualification Requirements

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed
below are representative of the knowledge, skills, and abilities required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

Minimum Qualifications
e  Graduation from high school or GED
e Enrolled in an accredited college/university program or recently completed a degree or certificate program in geography,
GIS, Environmental Science, Urban Planning, or related program
e  Valid NC driver’s license and good driving record

Preferred Qualifications
e  Experience using ArcGlIS software platforms through coursework or projects
e  Familiarity with GPS data collection tools

Knowledge, Skills, and Abilities

e General understanding of GIS principles and mapping techniques

e Ability to work independently and complete assigned tasks with attention to detail

e  General proficiency in Microsoft Office, including Excel

e  Familiarity with spatial data formats such as shapefiles or geodatabases

e Ability to communicate effectively, both verbally and in writing

e Ability to learn GIS workflows, data maintenance, and mapping tools

e  Ability to contribute to a welcoming and inclusive workplace through positive contributions, supporting a culture of
respect, and valuing the differences and efforts of all team members

Essential Functions
e Assists in maintaining and updating GIS data layers under supervision
e  Performs field data collection using GPS-enabled tools, as needed
e  Assists in producing basic maps and spatial data visualizations for internal use
e  Supports data conversion and attribute updates in the GIS system
e  Participates in quality assurance/quality control checks of GIS datasets
e  Helps maintain GIS documentation, metadata, and organized file structures
e  Provides general support to the GIS team and other departments as assigned

Physical Demands
This is sedentary work that may involve occasional lifting, but no more than 10 pounds at a time, and frequently may require an

individual to exert a negligible amount of force by lifting, carrying, pushing, pulling, or otherwise moving objects. Sedentary work
involves walking and/or standing a minimum of two hours per day and sitting up to six hours per day.

Work Environment
The work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as
offices, meeting and training rooms and vehicles. Use of safe work practices with office equipment is required.

The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this
job. They are not intended to be an exhaustive list of all responsibilities, duties, and skills required of the position. All employees may
have other duties assigned at any time.
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