Town of Marion Associate Assessor – Position Description                                         March 2016

DUTIES

Under supervision of the Board of Assessors, responsible for highly complex administrative, supervisory, and professional work in appraising and assessing real and personal property; in planning, managing and directing the activities of the assessing department; and in assisting the Board of Assessors with municipal tax assessment activities.

Appraises real property and recommends revisions to valuations as need be to the Board of Assessors.  Responsible for appraising and/or supervising the appraisal of residential, commercial, industrial, and personal property for the Town.  Conducts inspections of property, as appropriate, in order to maintain a uniform, full market value on all properties.  Provides contract review, administration and quality control for work done by outside contractors and appraisal firms.
Establishes taxable values for Board of Assessors’ approval and advises the Board on the proper assessment of new, remodeled or enlarged residential, commercial, and industrial buildings according to market data, replacement cost and/or capitalization of income approach (whichever is applicable).

BASIC KNOWLEDGE

Employee should hold a Certificate in municipal assessing issued by the Massachusetts Association of Assessing Officers with a designation of either Massachusetts Accredited Assessor (M.A.A.), Residential Massachusetts Assessor (R.A.A.) or Certified Massachusetts Assessor (C.M.A.).  If employee does not possess any of these Certificates, the employee must be able to receive one within two years of hiring.  Employee should possess municipal assessing and finance experience in a similar sized Massachusetts town with direct experience with Vision, RRC, Munis, Arc View GIS, and Map Geo.  
EXPERIENCE

Employee should have three to five years increasingly responsible experience in computerized administrative operations.

SUPERVISORY RESPONSIBILITY

Directly supervises one part-time clerical/administrative employee.  Employee has the option to use senior work-off workers.  If seniors are hired, the seniors would work under the direction of the Associate Assessor.
INDEPENDENT ACTION

Employee has access to and applies administrative policies and precedents.  Employee takes initiative to establish procedures and to modify existing procedures to meet new conditions.  Employee has responsibility for initiating, designing, and carrying out programs, projects, and other work.

Maintains and continuously upgrades:  working knowledge of Massachusetts Laws relating to municipal finance and property assessment for tax purposes; familiarity with alternative formulas for determining assessment on various types of property; familiarity with real estate styles, materials, and methods of construction; and working knowledge of computerized appraisal systems.  
Employees should have an aptitude for working with numbers and details; knowledge of mapping procedures; and excellent verbal and written communications skills.

Recommend decisions that require evaluation of unusual circumstances, variations in approach, and use of incomplete data.  Interprets all appraisal and assessment data, refines methods and techniques, and maintains detailed and accurate records of decisions.

Work involves identifying and resolving critical problems.  Errors in judgment or omissions could result in confusion and delay, could seriously affect the work of other employees and/or the Board of Assessors, could be costly to correct and result in the loss or delay of tax revenue, and could reflect poorly in the Department’s public image.

In carrying out the policies and procedures of the department, employee will have frequent contact with other Town employees, property owners, developers, attorneys, engineers, bank officials, real estate agents, Massachusetts Department of Revenue officials and others relative to the valuation of property.  Individual is expected to represent the Town effectively and defend the Town’s position in a variety of situations requiring knowledge, negotiation skills, diplomacy, and tact.

Inspects new businesses to determine the values of taxable personal property such as farm vehicles, office machinery, and equipment.
Examines deeds, subdivision plans, maps, building plans and permits, financial records and market data to obtain additional valuation data and to locate all taxable property.

Analyzes real estate market conditions and events to determine trends and changes in the market.  Collects data from the Planning Board, Zoning Board, Building Inspector/Building Commissioner, and other Boards/Officials whose actions may reflect a change in value.

Investigates requests for abatements and exemptions of property tax.  Prepares comparative costs and sales studies.  Advises the Board of Assessors on Abatement Applications.  At the Board’s discretion, may represent the Board at hearings before the Appellate Tax Board and District and Superior Courts.

Responsible for preparing all tax rate documentation and preparing for state certifications.  Responsible for the design, implementation and maintenance of the data processing system for the department.
Provides information in person, on the telephone, and in writing to property owners and others regarding the Town’s assessment policies and procedures, the determination of specific valuations, tax abatements and exemptions.

Creates all real estate, supplemental, personal property, motor vehicle excise, boat excise, and special assessment tax bills in Munis and forwards them to the Tax Collector for printing.
Create new betterments and maintains old ones in Munis.  Calculates betterment pay-off requests.

Post Agendas and take Minutes at all Assessors’ Meetings.

Supervises the general management and administration of the Assessing Department which includes directing and coordination efforts of staff, and supervises the maintenance of department records.  

Attends professional meetings, training programs, and seminars in order to stay abreast of changes/trends in the field and to remain familiar with Massachusetts Laws and Regulations concerning tax assessments.
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