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8 JOB DUTIES AND RESPONSIBILITIES 
 

Provide a brief statement describing the function of work or reason why the position exists.  List duties indicating the percent of time spent for each area of 
responsibility.  If applicable, describe any unusual physical demands and/or unavoidable hazards of the position.  Attach additional pages if necessary. 
 

PERCENTAGES MUST TOTAL 100% 
 

LIST DUTIES IN DECREASING ORDER OF IMPORTANCE / COMPLEXITY.  THE NEED FOR SPECIAL LICENSE, POLICE COMMISSION, 
KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW, IF APPLICABLE. 

 
 

 

 

The GIS Analyst 3 in the Louisiana Housing Corporation (LHC) Strategic Initiatives Unit will serve multiple programmatic areas of 

the LHC to accurately analyze geographic information, develop and maintain geographic information that supports the corporation and 

GIS applications, creates special purpose maps and report in accordance with federal reporting requirements. 

 

40% Reporting / Data Analysis 

o Conducts full life-cycle activities to include requirements analysis and design, reporting capabilities, and 

continuously monitor performance and quality control to identify improvements. 

o Assists in production tracking, monitoring, and reporting on performance and expenditures of housing programs. 

o Creates housing reports and dashboards to ensure administrators adhere to program’s goals and performance 

objectives. 

o Transforms raw data into insights through data modeling in SQL, Excel, PolicyMap and or other analytical tools 

o Facilities and delivers public records requested related to housing data. 

 

40% GIS Data Mining 

o Works primarily within an ESRI ArcGIS, Reporting Services and Microsoft Office Environment. 

o Performs GIS data mining with the ability to organize and track large sets of geospatial data from various sources. 

o Collects, compiles and processes housing data to produce maps, reports, and metrics using basic GIS spatial analysis 

methods. 

o Provides quality assurance/control on all data deliverables. 

o Designing digital maps with geographic data and other data sources.   

o Produces graphics of special purpose maps, GIS statistics, and geographic modeling on a variety of software 

applications of data for housing programs for LHC.  

o Product reports on geographic data utilizing data visualizations. 

o Coordinates creation and maintenance of metadata, uses analytical skills to solve GIS hardware, software, 

networking and data issues. 

o Performs image processing on aerial photography, satellite imagery, etc., to provide input data for GIS including 

project coordination to assure project equality and timeliness of deliverables.  

 

10% Project Management 

o Serves as a lead worker for special projects, including project scoping and organization of projects to completion. 

o Presents technology and problem solving findings and recommendations on issues to top management. 

o Initiates and directs policy research projects involving need assessment surveys, special purpose questionnaires, 

citizen participation components, model legislation, and applicable data for other states. 

 

10% Process Automation 

o Obtains reviews, and analyzes data concerning programs or operations; scope and goals; and the policies, practices, 

methods, and procedures used to implement and maintain programs. 

o Makes recommendations as necessary to improve efficiencies and effectiveness of Corporation programs, which 

may include the addition or reorganization of staff and functions. 

o Creates advanced electronic workflows by using SharePoint Designer and/or other design software. 

o Designs, develops and configures SharePoint site list and document libraries necessary to create efficiency across 

the Corporation. 

o Perform other duties as assigned. 

 

 

 




