HR-2
TOWN OF MANCHESTER

JOB DESCRIPTION FORM
	Date:
11-16-2015
Title:
Assessor
Department:
Town Managers Office
Supervisor:
Town Manager
Incumbent:



General Summary
	Responsible for the oversight and management of the Town’s property tax assessment functions, valuation of all properties, and producing the Town’s annual Grand List.



Knowledge, Skills and Abilities Required
	· Professional Designation Certificate from IAAO, and/or a Vermont Property Appraisal Level IV Certificate required.  

· Bachelor of Art’s degree or equivalent four year degree of higher education, or equivalent amount of education and experience.

· Must possess valid Driver’s License.

· Knowledge of G.I.S. program
· Proficient in CAMA, Computer Assisted Mass Appraisal software.

· Knowledge of residential and commercial real estate appraisal methodologies.

· Knowledge of budgetary procedures and fiscal accountability.

· Ability to interact professionally with the public.

· Knowledge of long range planning, including the ability to project future department requirements, solicit funding and manage implementation.

· Ability to establish and maintain effective employee and public relations.

· Ability to hear and resolve grievances and other public complaints in a professional manner.

· Strong listening, verbal and written communication and organizational skills.

· Solid computer skills including word processing and excel, including formulas.

· Good mathematical background.
· In-depth experience with spreadsheets.
· Ability to work professionally and congenially with a wide variety of people in multiple situations.
· Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio and percentage.


Duties and Responsibilities
	POSITION DUTIES

· Inspect real property to determine the appraisal value. 

· Analyze existing market data and to apply standard appraisal procedures to determine the value of land or buildings. 

· Prepare, present, and defend determinations of value at all levels of the appeal process. 

· Appraise and record costs relating to the physical condition of the property, and to the depreciation, and economic or functional obsolescence of real property. 

· Record technical details of the property which may affect costs, such as but not limited to: size of the building; specifications, grade and quality of construction materials; type, grade and quality of building facilities, mechanical equipment, plumbing, heating, air-conditioning, electrical systems, and other structural components. 

· Determine building cost estimates based on analysis of building construction costs reported by contractors or property owners. 

· Compile official Grand list.  Maintain extensive records of ownership, value, and descriptions of property assessed.
· Manage the market data collection, processing, and review of real estate property.  Set values for assessment purposes and issue notices.

· Hear and rule on property valuation grievances.

· Report and testify before the Board of Civil Authority and all other judicial hearings.

· Maintain property maps.

· Perform analysis of property sales.

· Establish policies on appraisal methodology, assessment administration, and procedures for ongoing appraisal equity, along with assessments of new building improvements and other market changes.

· Perform field inspections of properties.
· Produce reports from the CAMA system, and create market and analysis reports from spreadsheets for the integrity of the Grand List Book.

· Construct and test sales ratio studies for Vermont Tax Department and the Town.

· Prepare recommendation on annual budget requirements for the assessing function and monitor expenditures within assigned budget.

· Participate in professional associations to keep informed of current developments in the field.

· All other duties as assigned.



Working Conditions

	The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Physical Demands: The employee is frequently required to walk, sit and reach with hands and arms.  Specific vision abilities required by this job include close vision.  Sit or stand for long periods of time in a general office environment. 
Work Environment: The noise level in the work environment is usually moderate.




Disclaimer

	This job description is not intended to be an exhaustive list of any and all duties performed by the incumbent.  Managers may use discretion when assigning duties to employees in order to ensure that the Department’s responsibilities and duties are fulfilled.
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