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City of Newburyport
Position:  ADMINISTRATIVE ASSISTANT  II – ASSESSOR’S OFFICE
Duties: This position provides clerical and technical duties under supervision to assist with maintaining real estate, excise and personal property records, abatement applications and update data system, which comprise the base of information used to prepare the tax warrant. Screens incoming phone calls, concerns and questions; takes action if appropriate or refers to appropriate staff member. Serves as first contact for customers at the counter and through the phone to answer questions and explain laws governing assessments in helpful and courteous manner. Assist in performing daily functions of the Assessor’s Office such as: the review and maintenance of property records; maintains and updates computer records relating to property transfers and building permits when needed, assists in the maintenance of the City's Tax Maps; assist with various projects during Revaluation.
Please review job description on www.cityofnewburyport.com/humanresources for more information on detailed requirements and essential functions.  

Required Qualifications:  
· Minimum of a High School Diploma or GED with 2+ years’ database or office work experience or knowledge of real estate/deeds; or any equivalent combination of education, experience and training, 

· Associates Degree preferred.  

· Prior experience in municipal government preferred.

· Competency with MUNIS billing and financial system and Vision (VGSI) software desired.

· Knowledge of GIS a plus.

· Thorough knowledge of office procedures, practices, and terminology, including Microsoft Word and Excel.
· Basic knowledge of bookkeeping techniques.
· Must develop a thorough knowledge of Mass General Law relative to assessing and taxation
Hours and Salary: 
· 35 Hour Week (Monday - Wednesday -- 8AM to 4PM, Thursday 8AM to 8PM, Friday 8AM – 12PM)
· Teamsters Union, Grade J
· Starting salary is $42,643.39
Any interested party should send cover letter and resume to Tracy Maynard, Human Resources Director, tmaynard@cityofnewburyport.com, 60 Pleasant Street, Newburyport, MA 01950 by July 15, 2016.
