
Rankin County - Job Description 
E911 Addressing Database Manager 

FLSA: Non-Exempt 

REPORTS TO: Emergency Operations Director 

SUPERVISES: 

Position Summary 

Effective Date: 7/31/2026 

This position is responsible for the addressing functions of Rankin County E91 l, including the 

assignment of physical addresses, the naming and mapping of public and private roads, and the 

maintenance of GIS and E911 databases that support emergency call routing and response. 
Addresses are assigned in accordance with the nationally adopted E91 l addressing standard, 
under whkh an address is derived from the publicly named road or privately named driveway by 
which a property is accessed, using the county's 52.8-foot increment numbering system 
(approximately 200 numbers per mile). While accurate addressing also benefits postal delivery, 
package delivery, and other services, the primary purpose of the addressing system is to support 
emergency response and the timely location of callers. 

This position also serves as a technical resource and project coordinator for E91 l and Next 

Generation 911 (NG911) systems, working with GIS data, caJl-handling platforms, and outside 

agencies to maintain reliable emergency communications infrastructure for the county and its 
municipalities. 

Essential Duties and Responsibilities 

1. Addressing, Road Naming, and Signage
• Assign physical addresses for all properties within the county and its municipalities, including

subdivisions, in accordance with the 52.8-foot increment numbering standard.

• Review and approve or deny subdivision street name requests submitted by developers or

engineers.

• Determine whether a street is public or private and apply the appropriate address and signage

standards.

• Process street sign requests using the standard request form and route to the Road Department.

Public roads receive green signs with white lettering; private roads receive white signs with black

lettering. Subdivision street signs are installed by the developer, and municipal street signs are

handled by the respective municipality.

• Maintain familiarity with Community Development requirements and zoning considerations,

including easements, acreage requirements, and restrictive covenants; refer applicants to

Community Development when issues arise that fall outside addressing authority.

• Interpret legal descriptions, tax parcel identification numbers, and subdivision plats to support

address assignment.
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4. Customer Service and Interagency Coordination
• Respond promptly to customer requests related to addressing and E911 services and meet

commitments in a timely manner.

• Serve as liaison with CLECs, LECs, ILECs, and wireless service providers (WSPs) to ensure the

integrity of E911 data received.

• Serve as liaison with municipal contacts to ensure timely receipt of address and street changes and

to maintain the integrity of E911 databases.

• Maintain ongoing communication with the USPS Address Management System and local USPS

offices to support proper address delivery.

• Coordinate with Rankin County Community Development regarding ordinance requirements and

participate in county development meetings when new properties are proposed for development.

• Receive, review, and process forms, correspondence, permitting data, site plans, and other

documentation, forwarding or retaining records as appropriate.

• Handle confidential data in accordance with applicable laws governing its disclosure.

Knowledge, Skills, and Abilities 
• Proficiency with ArcGIS, including the ability to search for addresses, properties, and related

information, and to cross-reference results with other mapping sources (e.g., Google Maps, Apple

Maps).

0 Proficiency with Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) and internet-based

applications.

• Ability to read and interpret road maps and mapping data.

• Ability to enter, retrieve, review, and modify data across multiple applications, including verifying

accuracy and correcting database records.

• Ability to learn and adapt to new software applications as required.

• Ability to establish and maintain effective working relationships with associates, other agencies,

and the public, including individuals with varying levels of technical.expertise.

• Performs other duties as assigned by the Director.

• Looks for ways to improve and promote quality in the E911 field and envisions ways to organize

and prioritize work allowing for coordination of multiple projects simultaneously.

Minimum Qualifications 
To be completed by Director/Co Admin---- e.g., education level, years of relevant 
GJSIE911/addressing experience, required certifications such as ENP or GIS certifications, valid 
driver's license, etc. 

Physical Requirements/ Work Environment 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. 

Q The employee is occasionally exposed to outside weather conditions; extreme cold and 
extreme heat. 

a An employee in this position is exposed to moderate noise ( ex: business office with 
computers, printers, and light traffic). 


