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JOB SUMMARY

This position performs technical duties in support of the property appraisal process.

MAJOR DUTIES

· Assists the general public by providing property assessment information; assists with the location and assessment of properties.

· Copies and files property records, maps, and plats.

· Maintains property record card files.

· Assists the general public by accepting real and personal property returns and applications for exemption.

· Prepares purchase requisitions for equipment and supplies.

· Monitors departmental expenditures and the current budget.

· Maintains various computer files; enters changed property data to the computer.

· Types correspondence, reports, and forms.

· Collects deeds and plats from the Office of the Clerk of Court to prepare transfers for valuation.

· Serves as secretary to the Board of Tax Assessors as assigned, including scheduling appointments and recording meeting minutes.

· Prepares purchase orders for payments.

· Prepares deposits weekly.

· Collects payments and receipts all monies collected for exemptions, maps, and property record cards.

· Performs related duties.




KNOWLEDGE REQUIRED BY THE POSITION

· Knowledge of modern office principles and practices.

· Knowledge of customer service principles and practices.

· Knowledge of real estate documents.

· Knowledge of department policies and procedures.

· Knowledge of computers and job-related software programs.

· Skill in performing basic mathematical calculations.

· Skill in researching deeds.

· Skill in reading and interpreting maps and deeds.

· Skill in filing.

· Skill in operating a computer, calculator, and copier.

· Skill in oral and written communication.

SUPERVISORY CONTROLS

The Chief Appraiser assigns work in terms of general instructions. The supervisor spot-checks completed work for compliance with procedures and the nature and propriety of the final results.

GUIDELINES

Guidelines include Department of Revenue regulations regarding appraisal procedures and department and county policies and procedures. These guidelines are generally clear and specific but may require some interpretation in application.  

COMPLEXITY/SCOPE OF WORK

1. The work consists of related technical duties. Frequent interruptions contribute to the complexity of the position.

1. The purpose of this position is to provide technical support for the appraisal process. Successful performance helps ensure the accuracy and completeness of data.

CONTACTS
	
1. Contacts are typically with coworkers, taxpayers, attorneys, surveyors, real estate agents, and the general public.

1. Contacts are typically to exchange information, resolve problems, or provide services.

PHYSICAL DEMANDS/ WORK ENVIRONMENT

1. The work is typically performed while sitting at a desk or table or while intermittently sitting, standing, bending, crouching, or stooping. The employee frequently lifts light objects.

1. The work is typically performed in an office and outdoors, occasionally in cold or inclement weather.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY

None.

MINIMUM QUALIFICATIONS

1. [bookmark: _Hlk488681202]Ability to read, write and perform mathematical calculations at a level commonly associated with the completion of high school or equivalent.

1. [bookmark: _Hlk488661178]Sufficient experience to understand the basic principles relevant to the major duties of the position, usually associated with the completion of an apprenticeship/internship or having had a similar position for one to two years.
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