
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
 

This  posi t ion involves  ass is t ing the  County Direc tor  o f  Real  P roper ty Tax Services  in  co l lec t ing 

da ta  and  coord ina t ing the  implementa t ion and  maintenance  of  a  computer ized  mass  appra isa l  

Real  P roper ty Informat ion System.  This  sys tem involves  the  integra t ion and  coord ina t ion of  tax 

mapping,  da ta  co l lec t ion,  rea l  es ta te  market  moni to r ing,  rea l  p roper ty va lua t ion,  tax levying,  

and  co l lec t ion in  o rder  to  p rovide  uni formi ty and  equi ty in  the  County' s  rea l  p roper ty tax 

s t ruc ture .  An incumbent  a ids  in  conver t ing the  manual ly co l lec ted  mass  appra isa l  da ta  to  

automated  records .  The  work i s  per formed under  genera l  supervis ion of  the  Direc tor  o f  Real  

P roper ty Tax Services  wi th  leeway a l lowed  for  exerc ise  o f  independent  judgment  in  car rying out  

the  de ta i l s  o f  the  work.  Supervis ion i s  exerc ised  over  subord ina te  leve l  posi t ions .  An incumbent  

does  re la ted  work as  requi red .  

 

 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative only)  
 

Coord ina tes  the  convers ion of  mass  appra isa l  rea l  p roper ty informat ion and  procedures  f rom a  

manual  opera t ion to  a  computer -based  sys tem by working wi th  town assessors  and  county 

da ta  p rocess ing personnel ;  

T ra ins  o r  a r ranges  fo r  t ra ining of  loca l  town assessors  and  county da ta  p rocess ing personn el  in  

co l lec t ion and  record ing of  var ious  components  o f  the  rea l  p roper ty informat ion sys tem;  

Conducts  f ie ld  reviews of  rea l  p roper ty to  ensure  tha t  da ta  f i le  informat ion and  proper ty 

descr ip t ions  mainta ined  by the  county on each parce l  fo r  tax assessment  purposes  i s  cor rec t ;  

Coord ina tes  the  p rovis ion of  suppor t ive  services  f rom the  County Real  P roper ty Tax Off ice  to  

loca l  assessors  such as  tax mapping,  rea l  p roper ty appra isa l ,  da ta  co l lec t ion,  e tc . ;  

Supervises  the  p repara t ion and  maintenance  of  p roper ty in ventory f i les ;  

Advises  the  Direc tor  re la t ive  to  town assessors  who appear  to  need  spec ia l  ass is tance  or  

ins t ruc t ion in  p roper ly mainta ining the i r  por t ion of  the  Real  P roper ty Informat ion System;  

Aids  the  Direc tor  in  the  p repara t ion of  per iod ic  and  spec ia l  repor ts  to  the  county legis la ture  o f  

Sta te  Off ice  o f  Equal iza t ion and  Assessment  re la t ive  to  the  s ta tus  o f  the  sys tem;  

P rovides  l ia i son from town assessors  to  the  County Real  P roper ty Tax Service  Agency and  Sta te  

Depar tment  o f  Equal iza t ion and  Assessment  i n  the  co l lec t ion and  record ing of  appra isa l  

da ta ;  

Checks  inventory content  shee ts  rece ived  from town assessors  fo r  poss ib le  e r rors  in  loca t ion,  

p roper  cod ing,  and  wrong ident i f ica t ion numbers ;  

Works  in  the  f ie ld  wi th  town assessors  p rovid ing technica l  ass i s tance  in  co l lec t ion,  record ing,  

and  updat ing of  rea l  p roper ty informat ion da ta ,  and  coord ina tes  this  mater ia l  fo r  submiss ion 

to  the  computer  center  fo r  p rocess ing;  
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TYPICAL WORK ACTIVITIES:  (Il lustrative only) con't  
 

Compares  da ta  on the  o ff ic ia l  assessm ent  ro le  and  da ta  informat ion f i le  to  ensure  informat ion i s  

accura te  and  cor rec t ;  

Reviews da ta  p rocess ing pr intout  fo r  informat ion re j ec ted  by computer  fo r  resubmiss ion wi th  

new or  add i t iona l  da ta  fo r  accep tance ;  

T ra ins  town assessors  in  scor ing of  compute r ized  town proper ty record  cards  to  ensure  da ta  i s  

co l lec ted  proper ly and  accura te ly.  

 

 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
 

Good  knowledge  of  modern pr inc ip les ,  p rac t ices ,  and  theory of  rea l  p roper ty va lua t ion and  

assessment ;  

Working knowledge  of  rea l  p roper ty records  and  ab i l i ty to  unders tand  the i r  re la t ionship  to  the  

va lua t ion process ;  

Working knowledge  of  o ff ice  te rminology,  p rocedures ,  and  equipment ;  

Working knowledge  of  business  a r i thmet ic  and  Engl ish;  

Abi l i ty to  record  rea l  p roper ty informat ion re la t ive  to  va lua t ion and  assessment ;  

Abi l i ty to  opera te  an a lphanumer ic  da ta -ent ry device ;  

Abi l i ty to  work wi th  da ta  p rocess ing output  and  personnel ;  

Abi l i ty to  es tab l i sh and  mainta in  e ffec t ive  re la t ionships  wi th  the  pu bl ic ,  town assessors ,  and  

county off ic ia ls ;  

Abi l i ty to  p lan,  o rganize ,  and  supervise  the  work of  o thers ;  

Abi l i ty to  e ffec t ive ly ut i l ize  and  expla in  the  use  o f  computer ized  mass  appra isa l  assessment  

methods ,  tax maps,  and  o ther  va lua t ion too ls ;  

Abi l i ty to  unders tand  and  car ry out  o ra l  and  wr i t ten d i rec t ions;  

Abi l i ty to  accura te ly measure  bui ld ings  and  ca lcula te  square  foo tage ;  

Abi l i ty to  p repare  and  mainta in  p roper ty va lua t ion records  and  repor ts ;  

Physica l  condi t ion commensura te  wi th  the  demands of  the  posi t ion.  

 

 

 

MINIMUM QUALIFICATIONS:  
 

EITHER:  

 

(A)  Graduat ion from a  regional ly accred i ted  or  New York Sta te  regis te red  2 -year  co l lege  or  

univers i ty wi th  an Associa te 's  Degree  in  business  adminis t ra t ion,  economics ,  o r  re la ted  f ie ld  

AND 1  year  o f  exper ience  co l l ec t ing and  coord ina t ing da ta  fo r  company or  governmenta l  

agency involved  in  appra is ing rea l  p roper ty fo r  va lua t ion purposes  us ing the  New York Sta te  

Real  P roper ty Informat ion System or  an equiva lent  sys tem to  p rovide  a  uni form means  fo r  

co l lec t ion and  comp uter  ass is ted  maintenance  of  physica l  p roper ty inventory da ta  fo r  the  

purpose  of  p red ic t ing res ident ia l ,  agr icul tura l ,  commerc ia l ,  and  vacant  land  proper ty va lues  

ut i l iz ing computer  ass is ted  mass  appra isa l  techniques;  OR  

 

(B)  Three  (3 )  years  o f  exper ience  as  out l ined  in  (A)  above;  OR  

 

(C)  An equiva lent  combinat ion of  t ra ining and  exper ience  as  def ined  by the  l imi ts  o f  (A)  and  (B)  

above .  

 


