STATE OF NEBRASKA
CLASS CODE:
V27322

CLASS SPECIFICATION
SALARY GRADE:
14

EST: 05/98 - REV: 07/03
OVERTIME STATUS:
E
ASSESSMENT ADMINISTRATIVE MANAGER
DESCRIPTION:   Under administrative direction, serves as a consultant, liaison and administrative analyst in performing all administrative functions/duties required of the office of county assessor in all counties where the Property Tax Administrator has assumed the assessment function; performs other duties 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.)

Supervise, manage and train administrative support staff for all assigned assessment offices.
Responsible for maintenance of all assessment related records and reports, including but not limited to:  administrative reports, personal property returns, governmental and permissive property exemption applications, homestead exemption applications, special value applications, cadastral maps, property record cards, and residential, agricultural and commercial property worksheets.
Analyzes and evaluates managerial practices and procedures to recommend improvements in organizational structure, staffing patterns, and work distribution for the counties in which they have assessment office over site.

Documentation of practices and procedures for administrative functions.

Mails property valuation notices to record owners of the assessed value of their property.

Meets with taxpayers, explaining and interpreting assessment procedures and policies.

Prepare and certify administrative reports as required by law or as directed by the Department of Property Assessment and Taxation.  These include, but are not limited to, Abstract (real estate and personal property), Certification of Values, School District Taxable Value Report, Certificate of Taxes Levied, and Tax List Corrections.

Plan and coordinate administrative assessment functions including but not limited to:  governmental and permissive property tax exemptions, homestead exemption applications, personal property returns, filing all special valuation applications for the county, and generating tax rolls for real property, personal property, railroads and public services.

Prepare and certify the tax roll of the entire county to the County Treasurer.

Appear as an expert witness at quasi-judicial hearings before county board of equalization and any appeals there from dealing with administrative issues.

Develops and manages administrative area project plans that include goals, objectives, constraints, success criteria, implementation/evaluation methodology, and coordination of all aspects, to ensure progress toward the desired outcome.

Handle a variety of complex or difficult property splits, mapping, extended deeds research, and other difficult assessment questions to assist other staff and/or customers.

ASSESSMENT ADMINISTRATIVE MANAGER (continued)

Coordinate all administrative activities with the Property Tax Appraiser to assure the proper and efficient functionality of all assessment processes.

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

Knowledge of assessment, particularly appraisal.  Fluency in computer system:  PTAS/CAMA.
Ability to analyze complex data, handle complex/difficult property splits, mapping, and extended deeds research.  Must also be able to organize and present facts and opinions orally and in writing to exchange information and ideas and to promote area and agency needs, plans and objectives; conduct detailed research activities, prepare and summarize complex and/or technical information into clear and concise reports, and apply management practices, theories and techniques.

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

Knowledge of:  assessment methods and techniques, real estate terminology and instruments of transfer; property tax laws; personnel management practices, and the principles and techniques of public relations.
Ability to:  plan, assign and coordinate the work of others, establish and maintain effective working relationships with taxpayers, public officials, co-workers, and the general public; prepare and summarize information into clear, concise reports; recordkeeping.
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.)
Graduation from an accredited four year college or university with major course work in law, math, business administration, public administration, or related field or three to five years experience in public administration supervising an organization, in tax evaluation functions and some supervisory experience OR any equivalent combination of training and experience which provides the desirable knowledge, abilities, and skills.  

Must have successfully completed the Nebraska County Assessor’s Examination.  Must have a current, valid Nebraska driver’s license.
