STATE OF NEBRASKA
CLASS CODE:
G27150

CLASS SPECIFICATION
SALARY GRADE:
20

EST:  4/98 - REV:  06/98
OVERTIME STATUS:
E
PROPERTY ASSESSMENT & TAXATION ASSESSMENT ADMINISTRATOR

DESCRIPTION:  Under administrative direction, manages the activities of the Assessment Division, which administers all duties of the office of County Assessor in all Nebraska counties where the Property Tax Administrator has assumed the assessment function; performs other related duties as required. 

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

Plans, organizes, coordinates, and directs all activities to establish operational priorities and coordinate the functions of the Assessment Division.

Develops and writes new policies and procedures for the division.

Consults with other division administrators to ensure the achievement of division goals.

Reviews assigned work loads and accuracy of production in division.

Confers with and advises the Property Tax Administrator regarding the administration of the Assessment Division.

Evaluates and determines valuation models used to determine assessed valuation.

Analyzes new legislation to determine its impact on agency and make any changes to internal operating procedures, regulations, and polices.

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

Knowledge of: Property Assessment and Taxation regulations, tax law and rulings; management and strategic planning; administrative policies, procedures, and court decisions; and property tax system in Nebraska.  Fluency in PTAS/CAMA computer system.

Ability to:  develop and evaluate proposals of administrative action for solving operational problems; implement objectives and performance goals; assess staff progress toward achievement of objectives and adherence to standards; and interpret state statutes and present persuasive arguments; qualify as an expert witness for assessment and appraisal purposes of testimony to the Tax Equalization and Review Commission, county boards, and courts.

PROPERTY ASSESSMENT & TAXATION ASSESSMENT ADMINISTRATOR  (continued)

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

Knowledge of:  property tax law; the principles and practices of administration including planning, organizing, staffing, budgeting, and controlling; personnel management practices; the principles and techniques of public relations, data processing, research and statistics; the trends, techniques, and methods of public administration and real estate appraisal.

Ability to:  motivate, coordinate, and direct the work of subordinate professional staff; understand and support management goals as they affect short-range and long-range operations; analyze organizational and operational problems and develop timely and economical solutions; represent the agency and its programs within and outside the agency to gain support for agency goals and objectives; communicate effectively with individuals and groups; conduct basic tax, valuation and legal research.

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

Post high school coursework/ training in: business or public administration, financial administration, program evaluation, organization management, or personnel administration AND experience in a supervisory capacity with primary responsibility for: program planning, workload assignment, budget preparation and implementation, employee performance evaluations, program analysis or evaluation, and information processing.

Must hold a current valid real estate appraiser registration issued by the Nebraska Real Estate Appraiser Board and a current valid driver’s license.

