Middletown, CT
Job Description

Classification Title Deputy Assessor
Job Code

Department Tax Assessor
Union Group Teamsters 671
FLSA Status Exempt

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to assist the Tax Assessor in overall supervision of the
department. Performs administrative and managerial work in planning, organizing and

manaqmq appralsal and assessment activities. slanmng—d#eenng—and—s&memsmg—the

ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

e Supervises and participates in determining listing and valuation of the-value-ofall

taxable-and-nen-taxable real estate and personal property to compile the annual
Grand List. and—re—evaiuaﬂen—p%eees&

-sys%emManaqes valuatlon and malntenance of personal property and motor vehicle
accounts for assessment purposes. Maintain inventory of new and closed personal
property accounts. Ensures taxpayers consistently file taxable assets. Values
motor vehicles in accordance with state mandated standards.

new—bu#dmgs—teﬂe%emmnaﬁéewalﬁe#eﬁa*pwpese&Rewews exemptlons and

other taxpayer benefits. Reviews claims status for various religious, charitable,
educational and non-profit groups. Administers exemption benefits. Creates and
submits various reports to the State for financial reimbursement for
exemption/benefit programs.
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assessmen%srPartlcmates in assessment appeals to Superior COUI"[ Reviews

complex litigation and valuation issues. Reviews independent third-party appraisals.
Negotiates settlements and assessment appeals. Provides expert testimony on
assessment practices and property valuation.

e Provides technical information and assistance to property owners, attorneys,
appraisers, other City departments, boards and commissions and the public.
Prepares information releases to assist the public in understanding assessment
procedure, state statutes and exemptions.

wa#anted—lnteracts W|th departments and qovernment agencies on real estate and
valuation issues.

o Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience
Bachelor’s degree in Accounting, Business or a related field with-and at least three

years of related experience.-er-any-combination-of-education-and-experience-that
srevidescovnlontiendedooSlalle nad o blitioe
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e Position requires CCMA | & Il certifications.-and-the-poessession-of-a-valid-Conn-

PREFERRED QUALIFICATIONS
Bachelor's degree in Accounting, Business, Finance, Real Estate or related field and at

least three years in related field, with at least two years in a supervisory capacity.

KNOWLEDGE SKILLS and ABILITIES

e#pehetes—preeedmesarﬂ—star@a%ds%e—speem&smmen&Knowledqe of personal

property valuatlon

eminent domain proceedings

o Ability to supervise and evaluate employees
e Ability to Pprioritize and assign work
¢ Knowledge in tFraining, orienting, and managinge personnel
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Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population

Ability to Wwork independently

Ability to Bbalance competing requirements and needs of client organizations

Ability to Aapply listening and interview skills, work under pressure, address conflict,
solve problems, and make sound split-second judgments

Ability to Rread, analyze, and interpret standards, policies, procedures, and
regulations

Ability to Bdevelop and write reports, policies, and correspondence
Ability to Hhandle common inquiries or complaints

Ability to Eeffectively present information and respond to questions from students,
faculty, staff, and visitors

Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions

Ability to finterpret an extensive variety of data and instructions in written, oral,
schedule, mathematical, or diagram form and deal with several abstract and
concrete variables

Ability to Pperform mathematical computations such as addition, subtraction,
multiplication, division. Calculate percent distributions, increase rates, and similar
computations.

Ability to Eexercise good judgment and focus on detail as required by the job

Ability to ©operate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

Ability to Yuse (or learn to use) computer software and systems applicable to the
position

Ability to Ffollow oral and written instructions and procedures

Ability to €collect, organize, and interpret data and prepare accurate records
Ability to €compare data from a variety of sources for accuracy and completeness
Ability to Mmeet schedules and deadlines of the work unit

Ability to €communicate in English effectively orally and in writing

Ability to Mmaintain well-organized materials, files, systems and tools

Ability to Aadapt to changes in work situations and priorities
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¢ Ability to Rreason/analyze; use logic to identify and resolve problems
e Ability to Eevaluate, organize, and summarize data and information

e Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities

o Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.

PHYSICAL REQUIREMENTS

Exerting up to 20 pounds of force occasionally, up to 10 pounds of force frequently,
and/or a negligible amount of force constantly having to move objects. If the use of arm
and/or leg controls requires exertion of forces greater than that for the Sedentary Work
category and the worker sits most of the time, the job is rated Light Work.

WORKING CONDITIONS

The working conditions described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable
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accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Position requires stooping, kneeling, crouching, reaching, climbing and balancing.

The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created: 03/02/15
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