Job Description

6/17/2016

City of Newburyport
administrative assistant II - Assessor 
Position Purpose:
The purposes of this position are to provide 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. The work involves attention to details to maintain accurate records and answering customer inquiries. An Administrative Assistant II in the Assessor’s Office is responsible for maintaining and improving upon the efficiency and effectiveness of all areas under his/her direction and control.

Supervision:
Supervision Scope:  Performs varied technical, data entry and clerical duties requiring a knowledge of department standards, procedures, Massachusetts General Law, and the exercise of judgment and initiative to accomplish competent customer service delivery; works independently and in combination with others.

Supervision Received:  Works under the general direction of the Assessor and/or Assistant Assessor; follows established department general and special orders, rules, regulations, policies and procedures.

Supervision Given: None 

Job Environment:
Clerical and technical work is performed in a moderately noisy office with regular interruptions during the day from the general public or staff to deal with citizens’ or staff issues and problems.

Requires the operation of office computers, printer, calculator, telephone, copier, facsimile machine, and all other standard office equipment.

Makes constant and periodic contact with other municipal department staff, attorneys, banks, Mass DOR, mortgage companies, realtors, surveyors, appraisers, building developers, Registry of Motor Vehicle Department and the general public; communication is frequently in person, by telephone, mail, in writing, and by e-mail.

Essential Functions:
(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)
· 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
· Performs clerical tasks, including typing memoranda and correspondence, filing field cards and other materials, compiling data, completing and submitting state reports            

· Processes applications for tax exemptions for veterans, seniors, blind and other eligible taxpayers, including Community Preservation Act (CPA) exemptions; assist citizens with completing the forms and explaining the regulations; calculate to determine if citizen meets the requirements for exemptions; post granted exemptions to taxpayer accounts and mail notices; prepare and submit annual exemption reports.
· Send out annually applications and requests forms relative to property and excise tax. Follow up with those who do not return forms or have questions. Maintain records of each group.
· Posts/prepare motor vehicle and boat excise tax abatements granted by the Assessor, maintain report of abatements granted and balance monthly with Treasurer/Collector’s office. Assist taxpayers in resolving motor vehicle excise tax problems by working with the Registry of Motor Vehicles and Deputy Collectors Office. Prepare motor vehicle excise tax bills for processing by vendor.
· Prepare abutters list for various Boards and Commissions for approval by Assistant Assessor

Other Functions:

· May assist other staff as needed

· Attends appropriate meetings to learn more about assessment office procedures

· Performs similar or related work as required, or as the situation dictates.

Minimum Required Qualifications:
Education, Training and Experience:

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.  

All employment offers are conditional upon passing a reference and Criminal Offender Record Information (CORI) check

Special Requirements: None
Knowledge, Ability and Skill:

Knowledge:  Thorough knowledge of office procedures, practices and terminology; complete knowledge of the use of office automation applications and equipment, business arithmetic; strong knowledge of database management systems; knowledge of laws, ordinances, and regulations governing the Assessment Office; knowledge of real estate terminology; general knowledge of local government and its operations is helpful.  

Ability:  Ability to acquire working knowledge of regulations, state statues and legal requirements of assessment office; ability to work independently and process large volumes of paperwork; ability to type with speed and accuracy and to develop and maintain records and files; ability to utilize data and spreadsheet applications as they relate to the functions of the offices supported; ability to follow written and oral instructions; ability to keep accurate and detailed records; committed to being respectful, helpful, patient, and courteous with customers.   
Skill:  Excellent verbal communication skills; aptitude for working with paperwork and details; skill in using the above mentioned office equipment; skill in establishing and maintaining effective relationships with customers and other employees; skill in utilizing personal computers, word processing, database, and spreadsheet applications; sensitivity to public communications.

Errors and Omissions:
Errors in judgment or omissions could result in delays in service, and loss of funds.

Physical and Mental Requirements:

The work is primarily of an intellectual nature but requires a variety of physical capabilities. While performing the duties of this job, the employee is frequently required to sit, stand, walk, use hands and fingers, and talk and hear; occasionally required to kneel, handle objects; and reach with hands and arms. The position involves often moving from a sitting position to standing position to handle customers at the counter. The employee must occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job include close and distance vision. This position requires the ability to operate a keyboard and calculator at efficient speed.  The employee must be able to hear normal sounds, distinguish sound as voice patterns and communicate through human speech.

(This job description does not constitute an employment agreement between the employer and employee.  It is used as a guide for personnel actions and is subject to change by the employer as the needs of the employer and requirements of the job change.)
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