
ASSESSOR

DEFINITION

Position is responsible for the administrative, supervisory and technical work in assessing the value of property throughout the Town and in directing the operation of the Assessor’s Office.  Work includes varied duties requiring many different processes within the broad appraising and assessing field; all other related work as required. Employee is required to perform all similar or related duties.

ESSENTIAL FUNCTIONS
The essential functions or duties listed below are intended only as illustrations of the various type of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.

· Administers the general business activities of the assessing office.
· Appraises real property, recommending to the Board of Assessors revisions to valuations periodically; responsible for appraising residential, commercial, industrial and personal property for the municipality; conducts inspection of property, as necessary and appropriate, in order to maintain a uniform, fair market value on all property; assumes principal responsibility for revaluing property every three years. 
· Establishes taxable values and advises the Board of Assessors as to proper assessment of new, remodeled, or enlarged residential, commercial, and industrial buildings according to market data, replacement cost, and/or capitalization of income approach.
· Examines deeds, recorded plans, building plans and permits, personal records and market data to obtain additional valuation data and to locate all taxable property. 
· Inspects the location of new businesses to determine the values of taxable personal property.
· Continuously analyzes sales to determine full and fair cash value, trends, and changes in the market place; collects data from the Planning Board, Building Inspector and other boards/officials whose actions may reflect a change in value.
· Prepares schedule of meetings for Board of Assessors, including appointments and business to be handled; makes recommendations, provides background information to make proper decisions; prepares minutes of the meetings; assures proper follow-up to their decisions
· Investigates requests for abatements and exemptions of property tax; prepares comparative cost and sales studies; advises the Board of Assessors on abatement applications.
· Supervises and participates in the preparations of tax rate documentation for state certification; calculates Re-Cap sheets and coordinates all supporting forms for fiscal year tax rate approval.  Prepares and makes presentation for annual classification hearing with the Board of Selectmen.
· Supervises the commitment of real estate, personal property, motor vehicle and boat excise, and special assessment tax bills to the Tax Collector.
· Prepares reports, budgets, and warrant articles for town meeting; processes all real and personal property abatements; reviews and corrects motor vehicle excise bills and boat abatements.
· Directs and coordinates efforts of staff; maintains employee discipline within the department, making sure the employees perform duties in accordance with established laws and operating procedures; develops and implements training programs for employees.
· Prepares and administers department budget; purchases equipment and supplies
· Supervises the maintenance of department records.
· Attends professional meetings, training programs, and seminars in order to stay abreast of changes or trends in the field and to remain familiar with Massachusetts laws and regulations concerning tax assessment.
· Performs similar or related work as required, directed or as situation dictates

SUPERVISION RECEIVED

Under the policy direction of the Board of Assessors, and overseen by the Massachusetts Department of Revenue, performs the administrative functions of the Assessing Department in coordination with the Town Administrator and Finance Director in compliance with Massachusetts General Laws.  

SUPERVISION EXERCISED

The supervisor, as a regular and continuing part of the job, is accountable for the quality and quantity of work done by subordinates and assures the accomplishment of the assigned work in the prescribed manner.  The incumbent gives advice and instruction on both administrative and work matters; informs subordinates of organizational policies, goals and procedures; resolves employee complaints and effects disciplinary actions, such as oral warnings and reprimands; has substantial responsibility for technical soundness of subordinates’ work. Supervises one part-time employee.

ACCOUNTABILITY

The nature of the professional or technical work means that errors in analysis, techniques or recommendations would probably be difficult to detect.  Errors in judgment or omissions could result in considerable confusion and delay, could affect the work of other employees and/or board members, could be costly to correct and result in the loss or delay of tax revenue for the municipality, and could reflect poorly on the department’s image.



JUDGMENT

The work requires examining, analyzing and evaluating facts and circumstances surrounding individual problems, situations or transactions, and determining actions to be taken within the limits of standard or accepted practices.  Guidelines include a large body of policies, practices and precedents which may be complex or conflicting, at times.  Judgment is used in analyzing specific situations to determine appropriate actions.  Employee is expected to weigh efficiency and relative priorities in conjunction with procedural concerns in decision making.  Requires understanding, interpreting and applying federal, state and local regulations.

COMPLEXITY

The work consists of employing many different concepts, theories, principles, techniques and practices relating to an administrative field.  Assignments typically concern such matters as studying trends in the field for application to the work, assessing services and recommending improvements.

NATURE AND PURPOSE OF CONTACTS

Makes regular contact with employees in other municipal departments; makes frequent contact with property owners, developers, attorneys, engineers, bank officials, real estate professionals, representatives from the state and federal agencies, and others relative to the municipality’s valuation of property.  Incumbent testifies on behalf of Board of Assessors at hearings before the Appellate Tax Board.  Contacts require excellent customer service and negotiation skills; contacts are by telephone, in person, and in writing, and require discussing complex technical matters.

CONFIDENTIALITY

Incumbent has regular access at the departmental level to a variety of confidential information, including personal information about citizens, the disclosure of which would cause poor public relations.

EDUCATION AND EXPERIENCE

Bachelor’s degree in business administration or related field plus five to seven years of assessing experience, including or supplemented by training and experience in real estate appraisal; or any equivalent combination of education and experience.

Certification as a Massachusetts Accredited Assessor (MAA); must possess a Class D motor vehicle operator’s license; continuing education through the Massachusetts Association of Assessor Officers (MAAO).


KNOWLEDGE, ABILITY, AND SKILLS

[bookmark: _GoBack]Knowledge of the Massachusetts General Laws relating to the assessment of property and the levying of taxes.  Knowledge of building construction and architecture.  Thorough knowledge of computerized assessing programs.  Knowledge of mapping procedures & approaches to value.

Ability to establish and maintain cooperative working relations with the public and to resolve difficult customer service complaints.  Ability to maintain overview of detailed and accurate records using data processing.  Ability to compute using various statistical methods.  Ability to work with a computer on a daily basis.  Ability to accurately appraise real and personal property.  Ability to apply appraisal techniques.  Ability to read and understand legal descriptions and appraisal manuals.

Skills in all of the above listed tools and equipment.  Aptitude for working with numbers and details.  Skill in utilizing computers and related software programs.

WORK ENVIRONMENT

The work environment involves everyday discomforts typical of offices, with occasional exposure to outside elements. Noise or physical surroundings may be distracting, but conditions are generally not unpleasant.  When in the field, work is conducted under varied conditions with some exposure to inclement weather and the hazards associated with construction sites. Incumbent may be required to work beyond normal business hours.

PHYSICAL, MOTOR, AND VISUAL SKILLS

Physical Skills
Minimal physical demands are required to perform most of the work.  The work principally involves sitting, with intermittent periods of stooping, walking, and standing.  Moderate physical effort required in the field. Physical agility to walk real estate sites when viewing property. May spend extended periods of time at the computer terminal, at desk or on the telephone and operating other office equipment requiring eye hand coordination and finger dexterity. Occasional lifting, standing, bending and carrying of files, documents and records may be required.

Motor Skills
Duties are largely mental rather than physical, but the job may occasionally require minimal motor skills for activities such as moving objects, using office equipment, including but not limited to telephones, personal computers, handheld technology, and other office equipment. Operates automobile; utilizes camera, measuring tape, rulers.

Visual Skills
Visual demands require routinely reading documents for general understanding and analytical purposes. 
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