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POSITION DESCRIPTION

DEPARTMENT:  County Appraiser’s Office

POSITION TITLE:  Real Estate Data Collector / Personal Property Assistant
GRADE:
3
EMPLOYMENT CATEGORY:
Regular Full-Time
STATUS:
Non-Exempt
REPORTS TO:
Deputy Appraiser



County Appraiser                                       

POSITION SUMMARY:

With direction from the County Appraiser or Deputy Appraiser the Data Collector performs entry level technical work of inspecting and collecting data in the field for appraisal purposes.  The employee in this position well be expected to attend and pass the necessary educational classes for all types of property to include, residential, agricultural, commercial, and exempt. 


Along with data collection the Personal Property Assistant will assist the Personal Property clerk with the valuation of various types of personal property held in the county.  Accurate data entry of information is essential in this position. This position is in constant contact with the public via telephone and in person. 
FUNDAMENTAL JOB DUTIES:
1. Identify and locate real estate property from plats, maps and legal descriptions.

2. Records assets of properties following set procedures and policy to be used in the valuation of property for tax purposes.
3. Performs interior and exterior inspections, when appropriate, of real estate properties.
4. Consistently measures and sketches to scale all types of properties.
5. Field review all types of property according to directives from the Kansas Property Valuation Division.
6. Accuracy level of 90% or better shall be maintained on data collected in the field: with measurement data no more than 2 feet variation or 5% from the overall dimensions.
7. Assist the Personal Property clerk with valuing personal property assets to include but not limited to:
A. Watercraft

1. Boats

2. Motors

3. Trailers

4. Jet Skis

B. Mobile Homes

C. Golf Carts

D. Airplanes

E. Non-Highway Vehicles

F. Business and Industrial Machinery and Equipment
8. Conducts in-house and on-site audits of personal property listings to assure accuracy.
9. Assists office staff with all types of bulk mailings throughout the yearly valuation cycle for both real and personal property.

10. Assist the Personal Property clerk with receiving, processing, and working personal property renditions.
11. Assist with other related duties as deemed necessary or required.
EDUCATION:

High school diploma or GED required.  If hired this position requires successful completion of education courses offered by the Kansas Division of Property Valuation necessary to perform the duties of this job.  
EXPERIENCE / SKILLS:


This is an entry-level position. Employee must be willing to attend workshops and educational classes as necessary to obtain the skills and knowledge to satisfactorily perform the job. Upon successfully completing the required education the employee must be able to perform all fundamental job duties at a satisfactory level. The employee must possess excellent interpersonal communication skills and legible handwriting.  A thorough knowledge of data entry operations and an aptitude for mathematics is required. General office procedures to include but not limited to typing, filing, and answering the telephone. Ability to speak Spanish is a plus. The employee must be able to operate a motor vehicle using a valid Kansas driver’s license. 
PHYSICAL REQUIREMENTS / ABILITIES:


Stands, walks, bends, and reaches continually. Occasionally lifts approximately 20Ibs.  In office, continually uses computer, calculator, copier, and telephone.  Sits at desk.  In field, walks over rough terrain measuring real estate and checking personal property, etc.  Frequently drives vehicle.  
WORKING CONDITIONS / ENVIRONMENT:


Adverse weather conditions are a factor in this position as most of the work is accomplished in the field.  Frequent high mental, visual, and aural concentration is required.  Stands, walks, bends, and reaches continually.  In the field, lifting, bending, pushing, and walking over rough terrain is required.  Frequently drives vehicle.  Occasional risk and discomfort during field operations is to be expected. The environment can be stressful when dealing with irate taxpayers, animals or extreme weather conditions. While in the office the working conditions consists of problem solving and decision making.  
These specifications should not be interpreted as all-inclusive.  It is intended to identify the major responsibilities and requirements of this job function. The incumbents may be requested to perform job-related responsibilities and tasks other than those stated in these specifications.
Job descriptions assist organizations in ensuring that the hiring process is fairly administered and that qualified employees are selected.  All descriptions have been reviewed to ensure that only essential functions and basic duties have been included.  Peripheral tasks, only incidentally related to each position, have been excluded. Requirements, skills, and abilities included have been determined to be the minimal standards required to successfully perform the position. In no instance, however, should the duties, responsibilities, and requirements delineated be interpreted as all inclusive.  Additional functions and requirements may be assigned by supervisors as deemed appropriate.  In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to reasonably accommodate disabled individuals. However, no accommodations will be made which may pose serious health or safety risks to the employee or others or which impose undue hardships on the organization.

I have reviewed this job description and I can perform the essential functions of this position, with or without, reasonable accommodations. I have also received or have been offered a copy of this job description.

Employee Signature_________________________________________________ Date _______/________/_______
Department Head Signature_______________________________________________________________________
WRITTEN:
11/2020
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