
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS: 
The Data  Col lec tor  c lass  invo lves  the  per formance  of  spec ia l ized  work involving responsib i l i ty fo r  the  

co l lec t ion and  record ing of  da ta  tha t  fo rms the  bas is  fo r  the  de terminat ion of  assessments  o f  rea l  

p roper ty.  The  work i s  per formed under  the  immedia te  supervis ion of  the  Assessor  o r  o ther  o ff ic ia l .  In  

add i t ion to  da ta  co l lec tor  dut ies ,  the  incumbent  o f  this  posi t ion a lso  per forms rout ine  c le r ica l  work in  

mainta ining f inancia l  accounts  and  recor ds  and  or  ass is t s  in  per forming more  d i ff icul t  and  responsib le  

phases  o f  this  work.   The  work i s  p r imar i ly o f  a  rout ine  na ture  and  involves  the  app l ica t ion of  

s tandard ized  account  keep ing prac t ices  in  mainta ining and  reviewing f inancia l  accounts  and  record s .   

Account  Clerks  usua l ly work under  genera l  supervis ion on s tandard  ass ignments  in  accordance  wi th  

def ini te ly def ined  procedures .   Supervisors  a re  ava i lab le  fo r  consul ta t ion on unusual  p rob lems and  

provide  ins t ruc t ions  on a l l  new or  d i ff icul t  ass ignments .   The  incumbent  does  re la ted  work as  requi red .  

 

TYPICAL WORK ACTIVITIES: (Illustrative only) 
Data  Col lector:  

Gathers ,  assembles ,  and  records  da ta  re la t ing to  p roper ty assessment ;  

Inte rviews taxpayers  to  ga ther  da ta  on proper ty;  

Photographs  improvements  fo r  ident i f ica t ion;  

Measures  improvements ;  

May draw sca le  p lo t  p lans  and  take  photographs  of  new and  a l te red  proper t ies ;  

Calcula tes  square  foo tage  l iving area  o f  p roper ty;  

Col lec ts  informat ion needed  for  income cap i ta l iza t ion va lua t ion;  

Fo l lows up  on unavai l ab le  informat ion no t  p rovided  by pr imary vis i t  to  the  p roper ty,  put t ing 

informat ion into  appropr ia te  fo rm for  da ta  ent ry us ing the  NYS Real  P roper ty Informat ion System;  

Mai ls  p r imary no t ice  le t te r  to  p roper ty owners  regard ing da ta  co l lec ted ;  

May ass is t  taxpayers  wi th  comple t ion of  fo rms for  gr ievance;  

May work wi th  Assessor  to  se t  up  publ ic  meet ings;  

Per forms a  var ie ty o f  re la ted  c le r ica l  and  f ie ld  dut ies  re la t ing to  p roper ty assessments .  

Account Clerk: 
Posts  to  journa l  o r  ledger  accounts  f rom appropr ia t ion ,  expense ,  invo ice ,  payro l l ,  r ece ip ts ,  voucher  

records  and  o ther  o r igina l  ent ry media ;  

Posts  f igures  to  appropr ia te  accounts  e i ther  manual ly o r  through a  computer ,  ver i fying da ta  entered ;  

P repares  s imple  f inancia l  o r  s ta t i s t ica l  repor ts  f rom data  entered ,  inc lud ing s ta tus  o f  accounts ,  cur rent  

ba lances ,  cash rece ived  or  pa id ;  

Receives  remi t tances  by mai l  o r  in  person,  ver i f ies  amount ,  computes  inte res t  and  penal t ies  and  posts  

to  book of  o r igina l  ent ry;  

Assis t s  in  mainta ining labor ,  mater ia l  and  opera t ional  c os t  records;  

Assis t s  in  ver i fying and  reconci l ing account  ba lances  accord ing to  a  p rescr ibed  procedure ;  

Uses  a  da ta -ent ry te rminal  keyboard  or  micro -computer  to  enter  and  re t r ieve  da ta  f rom computer  f i les ;  

Keys  fo rms,  fo rm le t te r s ,  t ranscr ip ts ,  invo ices ,  v ouchers ,  records ,  payro l l s ,  repor ts ,  le t te r s  and  

memoranda;  
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TYPICAL WORK ACTIVITIES, continued: (Illustrative only) 
Helps  to  review and  check rout ing account  keep ing records  and  repor ts  fo r  a r i thmet ica l  and  c le r ica l  

accuracy,  comple teness  and  proper  exte nsion;  

Class i f ies  constant ly recur r ing rece ip ts  and  expendi tures  and  d is t r ibutes  costs  accord ing to  a  p rescr ibes  

code;  

Compi les  da ta  f rom and  he lps  in  the  p repara t ion of  s imple  f inancia l  and  s ta t i s t ica l  repor ts ;  

Per forms s imple  f inancia l  o r  s ta t i s t ica l  rep or ts  f rom data  entered  inc lud ing s ta tus  o f  accounts ,  cur rent  

ba lances ,  cash rece ived  or  pa id ;  

I ssues  rece ip ts  fo r  monies  rece ived ;  

Sor ts ,  indexes  and  f i les  requis i t ions ,  vouchers ,  ledger  cards  and  o ther  mater ia l ;  

Compi les  payro l l  da ta ,  p repares  and  checks  payro l l s ;  

Opera tes  comput ing,  ca lcula t ing,  check wr i t ing and  o ther  o ff ice  machines;  

P rovides  rout ine  informat ion ora l ly o r  in  wr i t ing in  response  to  inqui r ies  on f inancia l  records .  

 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
 

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

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

Working knowledge  of  modern methods  of  keep ing and  reviewing f inancia l  accounts  and  records;  

Good knowledge of statistical techniques, particularly in relation to the collection and tabulation of raw data; 

Working knowledge of computer terminology and ability to learn software programs; 

Ability to use an alpha-numeric keyboard to enter and retrieve data from computer; 
Abil i ty to  make  ar i thmet ic  computa t ions  rap id ly and  accura te ly;  

Abi l i ty to  ge t  a long wel l  wi th  o thers ;  

Abi l i ty to  read  manuals  and  apply informat ion ga thered ;  

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 l cula te  square  foo tage ;  

Abi l i ty to  ge t  a long wel l  wi th  o thers  and  to  dea l  tac t ful ly wi th  the  publ ic ;  

Abi l i ty to  p repare  and  mainta in  records  and  repor ts ;  

Cler ica l  ap t i tude ;  Accuracy;  

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

 

 

MINIMUM QUALIFICATIONS: 
 

E i ther :  

(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 Associa te 's  Degree  in  business  adminis t ra t ion,  pub l ic  adminis t ra t ion,  account ing,  o r  

c lose ly re la ted  f ie ld  and  one  (1 )  year  o f  c le r ica l  exper ience  mainta ining f inancia l  accounts  and /or  rea l  

p roper ty records ,  which could  inc lude  rea l  es ta te ,  p roper ty va lua t ion,  const ruc t ion cost  es t imat ing,  o r  

s imi lar  f ie ld ;  OR  

 

(B)      Graduat ion from high school  o r  possess ion of  a  high school  equiva lency d ip loma and  t hree  (3 )  

years  o f  c le r ica l  exper ience  mainta ining f inancia l  accounts  and /or  rea l  p roper ty records ,  which could  

inc lude  rea l  es ta te ,  p roper ty va lua t ion,  const ruc t ion cost  es t imat ing,  o r  s imi lar  f ie ld ;  OR  

 

(C)      An equiva len t  combinat ion of  t ra ining and  exper ience  as  descr ibed  in  (A)  and  (B)  above .  
 

 

SPECIAL REQUIREMENTS FOR ACCEPTANCE OF APPLICATIONS:  
Possess ion of  an appropr ia te  Motor  Vehic le  Opera tor 's  License  i ssued  by the  NYS Depar tment  

o f  Motor  Vehic les  a t  t ime of  appoi ntment .  

 


