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Deputy Assessor Personal Property

Job Description

Exempt: f\’o

Safety Sensitive: No
Department: Assessor
Reports T'o: Not indicated
Lecation: Not indicated

GENERAL DESCRIPTION OF POSITION

Update personal property assessments, assist property owners with acquiring paperwork necessary for licensing,
problem reselution, and records research per requesls for public information. Educating residents about the
assessment procedure and deadlines is another very imponant aspect of the job. All staff is expected o
communicate cfficiently with the public in person, by phone, and by email. The deadline to assess is May 31st,
any assessments afler the deadline will be assessed a 105 late penaity unless it is a new purchase or for a new
resident to the state, in which case it will be a listing. There are currently 52,000 active personal propeny
accounts.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Update personal property assessments for residents. The assessment requests can be in person. by phone,
online. or by cmail. All information currendy entcred on the assessment is verificd with the resident and
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COMMUNICATION SKILLS
Abilityto effectively cogamunicats ihférmation aod respond to questions in pérsan-to-pérsoh and small;gtonp
Situatidns with customers, cliepts, general publie and-other employees of the organization.

MATHEMATICAL SKILLS , _
Ability to calcplaje figuses asd amousts such a3 disgounts, interest, commisalons, proportions, percentages, ares,
circumfererice, and volume, Ability o apply condepts such as fractiqns, xatfos, and proportions to pragtical
situatidns,

CRITICAL THINKING SKILLS
Ability to, ytilize commpn sense understanding in opder o carry out written, oral or disgrammed instructions:
Ability todeal with probilems invalving several kisown variables i situations of a roytine nature.

‘Undar genaral supervision wherestandard practice embles the-employeé to proceed.alone-an'routine work,
teferring all questionabile cases to supervisar,

PLANNING
Limited résponsibility with yegatd o, genéral assignments in planning time, method, mganer, and/or spquence of
performance of own work opésitiops..

DECISION MAKING _
Pexforms work operations whith permit frequent oppoituaity for décision-making of minor imponance and which
would sot only affect tia operating éfficléency.of the individual involtied, but would algo,afféct the work
operations of Gther employess prg/or clisntele to aslight degree.

Modarate: mental demand. Operations requiring-almos} confinuous aitention, byt-work is sufficizntly repediive
that 2 habit cycle is formed; operatfons reqliring intermittent directed thinking o determine ur select materials,
equipment or operdlions where viiiabld séquatices may be selected by the employee.

ANALYTICAL ABILITY / FROBLEM SOLVING -~

Moflerately repetilive, Activities with slight variation usidga definite set of processes or directions with some
dbgtee.df Supérvision, Choics of leamed:things in siluations which cosiform:to cleasly established patteins dnd:
mbdes.

Regiilar uss of complex maghises and equipment (desktopaptop computer and software, road and production
machines and equiprient, etc))

ACCURACY

Probable ecrors vould riot likely b detectéd until they.resched anoiker department, office or-patron, and would
therr require opsidersble fima angd effort 1o coiect the sianioh, Freuently, possibility of error thut would affect.
tis organization's préstige und selafionship with the publin.to o limitad extent, but wharesuéceeding Gperations-ar
supervision'wéuld normally preclade the possibiity bf a serlous sitogilon arising as a result oF the exvor or

PUBLIC CONTACY .
Régular contacts wifli patrons where:the voritects ate initiated by e employee. Involves both Suruishing acd
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NOTICE OF JOB OPENING FORM
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