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REAL PROPERTY APPRAISAL ASSOCIATE

Distinguishing Features Of The Class: An employee in this class is responsible for independently performing technical tasks in assisting the City Assessor with collecting and processing data on individual properties for taxation.  Incumbents typically spend approximately one half of the work time collecting and processing data related to updating assessment rolls and the rest of the time on record keeping and standard clerical duties.  Additionally, the incumbent will be responsible for entering and retrieving information from New York State Real Property Information System, a computerized database.  An employee in this class works under general supervision of the Assessor and Real Property Appraiser receiving detailed instructions only where policy have not been determined.  This class differs from that of Real Property Tax Service Assistant by the increase time spent on assessment activities and increased scope of duties and decision-making responsibilities.  The incumbent does related work as required.

Typical Work Activities:   (Illustrative Only)

Assist the Assessor with data collection and tabulation of real property and statistical information and processes the information by entering findings into computerized record system;

Oversees and updates assessment rolls;

Sorts, indexes, copies, and files mail and other assessment related materials;

Type letters, memoranda, and similar material for the Assessor and Real Property Appraiser;

Performs file searches;

Responsible for updating and maintaining coding related to all parcels;

Accepts applications for tax exemption programs, including the STAR program, and assists in application renewal;

Assists the Assessor in matters relating to public relations, including fielding complaints and grievances;

Answers phone inquiries by realtors, assessors, and the public regarding assessment information and Real Property Tax Law information regarding assessment administration;

Confers with taxpayers and assessors to explain factors used in determining valuation, including the use of tax maps, subdivision maps, and deed description;

Reviews deeds and other property records to extract pertinent information;

Maintains and updates files, property record cards, and related property assessment materials;

Works with Assessor in evaluating all types of real estate, reviewing appraisals with local officials, and making preliminary reviews of appraisal reports from outside appraisers;

Prepares reports as required relating to property valuations and the overall functions of the Assessment Department.

Full Performance Knowledge, Skills, Ablilities, And Personal Characteristics:

Good knowledge of modern property assessment methods; good knowledge of office terminology, procedures, and equipment; good knowledge of Real Property Tax Law; good knowledge of business arithmetic and English; ability to read and understand documents of a legal nature relating to property valuation including sketches, deeds and maps; ability to collect and record property valuation information from a variety of sources; ability to prepare written and statistical reports and letters; ability to type; ability to deal effectively with the public; ability to exercise personal discretion and good judgement; initiative and resourcefulness; physical condition commensurate with the demands of position.

Minimum Qualifications:

EITHER
(a) Graduation from a regionally accredited college or university, or one accredited by New York State Board of Regents to grant Bachelor’s Degrees; OR
(b) Graduation from a regionally accredited college, or one accredited by New York State Board of Regents to grant Associate’s Degrees and one (1) year of experience working with real property assessment records, real estate values, or title searching techniques; OR 
(c) Graduation from high school or possession of a high school equivalency diploma 


and two (2) years experience working with real property assessment records, real estate values, or title searching techniques. 

