
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS: 
This  posi t ion exis ts  in  the  Real  P roper ty Tax Services  Depar tment  and  involves  responsib i l i ty to  

per form spec ia l ized  c le r ica l  funct ions  o f  an advanced  na ture  by maintenance  of  computer ized  reco rds  

assoc ia ted  wi th  rea l  p roper ty tax re la ted  ac t ivi t ies  and  maintenance  of  assessment  records  and  tax ro l l s .  

The  work i s  per formed under  genera l  supervis ion of  the  Supervis ing Real  P roper ty Tax Service  

Specia l i s t  wi th  leeway a l lowed  for  exerc ise  o f  indepe ndent  judgment  in  car rying out  de ta i l s  o f  the  

work.  Supervis ion may be  exerc ised  over  the  work of  c le r ica l  ass is tants .  The  incumbent  does  re la ted  

work as  requi red .  

 

 

TYPICAL WORK ACTIVITIES: (Illustrative only) 
Coord ina tes  p repara t ion and  organiza t ion of  a ssessment  ro l l s  fo r  the  County Legis la t ive  Board ,  County 

T reasurer ,  Town Assessors  & Tax Col lec tors ;  

Assis t s  Town Assessors  wi th  day to  day maintenance  of  RPS,  a ids  assessors  in  p repara t ion of  

assessment  ro l l s  & mainta ining proper ty tax exempt ion repor ts ;  

Compi les  informat ion for  Town assessor  repor ts ,  p roper ty exempt ion l i s t ing,  & re la ted  informat ion 

pr io r  to  ba lanc ing Sta te  repor ts  concerning equal iza t ion ra tes ,  assessments  and  tax ra tes ;  

Enters  informat ion from RP -5217 's  into  computer  da ta  base  and  into  s ta te  sof tware  p rogram and  sends  

repor ts  tha t  a re  genera ted  from this  entered  informat ion to  the  s ta te  sa les  repor t ing uni t ;  

Ext rac ts  f i les  and  emai ls  cop ies  to  s ta te  o ff ices ;  

P repares  invo ices  and  sends  out  to  invo ice  the  s ta te  fo r  da ta  ent ry o f  informat i on into  s ta te  sof tware  

p rograms;  

Answers  phone  ca l l s  and  confers  wi th  genera l  pub l ic ,  o ff ic ia l  o r  government  and  town assessors  about  

assessment  records  and  expla ins  opera t ions  o f  da ta  p rocess ing sys tem and  i t s  re la t ionship  to  

assessment  records;  

Contac ts  town c lerks  and  tax co l lec tors  regard ing assessments ,  exempt ions  & cor rec t ions;  

P repares  reso lut ions  /  cor rec t ions  on tax ro l l s  and  requi red  s ta te  fo rms re la t ing to  assessments  and  

taxes;  

Responds  to  requests  f rom proper ty owners  and  o thers  fo r  informat ion  regard ing loca l  assessments  

p rac t ices ,  equal iza t ion ra tes ,  assessment  ca lendars ,  taxab le  s ta tus  da tes ,  and  genera l  quest ions  

dea l ing wi th  the  Real  P roper ty Tax Law;  

Reads  maps to  loca te  parce ls ,  lo ts ,  and  subdivis ions  to  a id  in  record ing unpaid  taxes  and  sewer  and  

water  levies ;  

Mainta ins  bank code  l i s t ing and  updates  computer  da tabase  wi th  any changes;  

Uses  a  var ie ty o f  records  and  guides  to  check spec i f ic  fea tures  o f  l i s ted  proper ty;  

Opera tes  da ta  ent ry te rminal  to  update  o r  re t r ieve  proper ty informat ion,  such as  ownership  informat ion 

and  address  changes  and  updates ;  

Conducts  research and  ga thers  p roper ty va lua t ion da ta  f rom a  var ie ty o f  sources  inc lud ing tax books ,  

assessment  ro l l s ,  deeds  and  tax maps to  ob ta in  add i t iona l  informat ion;  
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Enters  informat ion p rovided  by Town Assessors  in  p repara t ion of  assessment  tax ro l l s ,  extended  ro l l s  

and  tax b i l l s ;  

Logs  and  d is t r ibutes  p roper ty sa les  and  t ransfer  informat ion to  Town Assessors  and  Vi l lage  Clerks ,  

once  i t  has  been processed  by Off ice  o f  Real  P roper ty;  

Enters  informat ion submit ted  from Vi l lage  Clerks  in  p repara t ion for  vi l lage  tax ro l l s ,  and  contac ts  

vi l lage  c le rk concerning informat ion turned  in  i f  necessary;  

 

TYPICAL WORK ACTIVITIES: (Illustrative only), continued: 
 

Coord ina tes  the  o rder ing of  o ff ice  suppl ie s  as  needed;  

Per forms a  var ie ty o f  re la ted  dut ies  compi l ing informat ion in  connect ion wi th  work of  rea l  p roper ty tax 

service  agency as  d i rec ted  by the  Direc tor  o r  o ther  supervisor .  

Acts  as  a  l ia i son be tween assessors  and  Off ice  o f  Real  P roper ty p rovid ing t ra ining and  informat ion 

re la t ive  to  Real  P roper ty Tax Law;  

Runs cash regis te r  and  reconci les  to ta ls  and  submits  repor t  to  t reasurer  each week;  

Coord ina tes  wi th  Data  P rocess ing to  ensure  a l l  assessor  informat ion and  due  da tes  and  equal iza t ion 

informat ion i s  cor rec t  on the  assessment  ro l l s ,  tax ro l l s ,  and  tax b i l l s ;  

Mainta ins  customer  da tabase  fo r  Imagemate  onl ine  service  sof tware  p rogram.  

 

 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
 Good  knowledge  of  the  use  and  opera t ion o f  computers  and  re la ted  per iphera l  equipment ;  

 Good  knowledge  of  the  p r inc ipa ls  and  prac t ices  o f  da ta  p rocess ing;  

 Working knowledge  of  the  NYS Real  P roper ty Tax Law;  

 Working knowledge  of  modern off ice  te rminology,  p rocedures ,  equipment  and  business  Engl i sh;  

 Abi l i ty to  opera te  a  personal  computer  and  ut i l ize  common off ice  sof tware  p rograms inc lud ing word     

      p rocess ing,  spreadsheets ,  and  da tabases ;  

 Abi l i ty to  unders tand  and  interpre t  modera te ly complex tabula t ing mater ia l ;   

 Abi l i ty to  dea l  e ffec t iv e ly wi th  co -workers  and  the  genera l  pub l ic ;  

  

MINIMUM QUALIFICATIONS: 
 

EITHER:  

 

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

univers i ty wi th  an assoc ia te 's  degree  in  account ing,  business  adminis t ra t ion,  pub l i c  adminis t ra t ion,  

computer  informat ion services ,  computer  sc ience ,  geographic  informat ion sys tems or  c lose ly re la ted  

f ie ld  AND 1  year  o f  exper ience  involving the  computer  p rocess ing of  records;  OR  

  

(B)  Graduat ion from high school  o r  possess ion of  a  high s chool  equiva lency d ip loma AND 3  years  o f  

exper ience  involving the  computer  p rocess ing of  records;  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 .  

 

 
 

 


