STATE OF NEBRASKA
CLASS CODE:
A29312

CLASS SPECIFICATION
SALARY GRADE: 
352

EST:  11/79 - REV:  06/97
OVERTIME STATUS:
N
REVENUE PROPERTY TAX ANALYST II

DESCRIPTION:  Under general to limited supervision from the supervisor or assigned lead worker, analyzes and compiles technical data for property tax purposes; coordinates data processing for assigned areas; schedules and monitors outputs for counties and/or companies as required by Property Tax statutes, rules and regulations; analyzes, researches, resolves problems and implements changes for areas assigned, communicates with officials representing counties and business to present related information; analyzes, critiques, writes or provides input on current or proposed changes in property tax legislation, rules, regulations and/or directives for assigned area; revises processing methods or formats due to changes in statute or as required by the division; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Coordinates specific functional area such as central assessment value distributions, motor vehicle valuations, specific user segment of county data processing services, or homestead exemption program.

Maintains integrity of and recommends changes for computer system outputs to ensure the system provides the required output for specific property tax requirements.

Develops or maintains electronic files or spreadsheets to aid in record keeping, value and tax calculations and billing information.

Researches and compiles technical data related to specific assigned functional area for property tax purposes.

Reviews and maintains proper resources or price guidelines and acquires necessary price data used in motor vehicle values for assessment purposes.

Monitors, schedules, or produces routine computer outputs for use by counties, companies, taxpayer requests or for internal use by the Revenue Property Tax Division.

Coordinates required annual or routine outputs for statutory requirements for functional area assigned.

Corresponds to counties, companies or taxpayers regarding specific assigned functional area.

Researches and reviews tax accounts, applications and supporting documentation in accordance with homestead exemption statutes, rules/regulations. Implements appropriate actions for denial or approval.  Resolves eligibility problems.

Provides input and/or writes revisions in data processing procedures or user procedures in specific assigned functional area.

Compiles and maintains accounting/billing information relating to county data processing services.  Responds to inquiring counties with cost estimates for data processing services.

REVENUE PROPERTY TAX ANALYST II (continued)

Participates in presenting information to county personnel, assists in presentations to county tax officials to train on procedures and outputs on property tax requirements established by rules, regulations and statutes.

Reviews various administrative reports submitted by county officials to ensure the county is in compliance with established procedures and property tax data required is in conformance with approved standards or statutory requirements.  May assist in error resolution with county tax officials.

Responds to questions or provides information to taxpayers, county tax officials or company tax representatives regarding specific functional area.

Assists on special projects as directed.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the state tax laws, directives and regulations related to property tax, county assessor/treasurer functions.  Knowledge of one or more specific functional areas such as centrally assessed value distribution, motor vehicle valuations, taxing subdivisions, tax rates for various district entities, homestead exemption processing or county data processing services.

Ability to:  interpret statutes related to specific functional property tax areas and present to others in concise terms.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  management information systems; use of basic computer systems; and accounting principles and practices.

Ability to:  organize and present data in an understandable manner; communicate effectively both orally and in writing; compute and compile technical and accounting data; and utilize computer systems.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Post high school coursework/training in:  business administration, public administration.  Experience in county or state property tax areas required.

