Geographic Data Services Aide

SUMMARY:

Works in the Earth Data Analysis Center working with searching and managing aerial photography and satellite imagery.

DUTIES AND RESPONSIBILITIES:

1. Perform searches and provides aerial photography, satellite imagery, and other geographic data requested by EDAC clients.

2. Prepares invoices for client jobs upon completion.

3. Record payments when they are received.

4. Catalog new collections and enter appropriate data into the Aerial Photo Archive Database. May also create indices determining location of aerial photos.

5. Organize and maintain the Aerial Photo Archive.

6. General office duties – filing, scanning, shelving, etc.

7. Other job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

· Customer service skills.

· Experience with MS Word and Access.

· Some geographic knowledge.

· Experience with ArcMap, ERDAS, and/or QuickBooks preferred, but not required.

