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 Memorandum ATS, Inc. 

To: K. Reed, Project Manager, ATS, Inc. 

From: S. Henderson, Human Resource Manager, ATS, Inc. 

Date: May 18, 2006 

Subject: Job Description 

Thank you for preparing a technical job description for my review.  I suggest the 

following changes be considered: 

• Job Description – The first paragraph is a very good description of our company 

and the type of work we perform.  In the first sentence of the second paragraph, I 

would describe “evaluating existing geodatabases” more generally as “assessing 

existing data and work practices, including databases, geographic coverages, and 

geodatabases” to include other types of data the GIS Analyst needs to consider.  

The second sentence of this paragraph is a very specific subset of the work to be 

performed by this position, but I do not see a problem with using it considering the 

projects we are currently evaluating.  I also think it would be helpful to mention 

specifically that this position requires the employee to prepare and conduct training 

for clients in the use of the newly developed tools and databases.  

• Qualifications – I would use the phrase “are required to have” rather than “should 

have” for the degree and experience requirements.  You described experience with 

municipal government as being helpful, you may also want to describe experience 

in the public works or facility management fields as well, since many county, state, 

federal, or private companies have employees that have similar experience dealing 
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with infrastructure management.  I was glad to see that you mentioned the need for 

citizenship and that we are an equal opportunity employer, these items are often 

overlooked by those not the personnel management area. 

• Salary Range – The proposed salary range seems reasonable for the experience 

level you are targeting.  It might be a good idea to re-emphasize that this position 

includes a benefits package with retirement and healthcare programs.   

• Application Materials – This section is very clear and your requirement to submit 

applications electronically will help to speed the hiring process.  I would also 

require the applicants to include three references with contact information with 

their application so that we do not have to request this information later. 

• Starting Date – The closing date you have suggested is fine, especially with the 

electronic submission of the applicant’s cover letter and resume.  I know we want 

to fast track the hiring process for this employee because of the number of potential 

upcoming geodatabase projects; however, requiring a starting date less than a 

month after the closing date is unrealistic and may deter desirable potential 

candidates from applying.    If a particularly appealing candidate is found and the 

need for their skills for a particular project is pressing, we may be able to offer 

incentives such as temporary housing to encourage them to arrive early. 

Thank you for the job description; we should be able to use it to find several qualified 

candidates to help our company with upcoming projects. 


