STATE OF NEBRASKA
CLASS CODE:
X29340

CLASS SPECIFICATION
SALARY GRADE:
370

EST: 8/93 REV: 05/02
OVERTIME STATUS:
N
SALES REVIEWER

DESCRIPTION:  Under general supervision from the Revenue Supervisor, Sales Reviewers are responsible for verifying and qualifying all applicable sales of agricultural, commercial and industrial real property that are recorded in the register of deeds offices in each county throughout the state.

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.)

Receives and screens information from the computer database to cover all applicable sales in assigned counties.

With limited supervision, independently plans, organizes and schedules time spent on verification and qualification duties in the assigned counties and throughout the state as needed.

Contacts assessors to arrange interviews to discuss sales to be reviewed and to discuss the results of the verification and review of sales.

Identifies and researches county assessor and register of deeds records for property record information pertaining to real property sales as necessary.

Conducts phone interviews with buyers, sellers, attorneys, or agents to verify and document reported sale information.

Completes sales verification information to be input in sales file database.

Determines the usability of real property sales information used as the basis for the statistical studies of applicable sales.

Completes sales maps to identify and validate county market areas as well as market values.

Maintains daily records on sales verification and all information needed for record keeping as well as a weekly summary of work accomplished.

Attends educational schools, meetings, and workshops to maintain current informational knowledge as required.

SALES REVIEWER (continued)

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

Knowledge of:  real estate transactions and records; sales data terms commonly used in real property verification; state statutes that refer to gathering and evaluating sales data; county office operating functions; department regulations, directives, policies and general guidelines that apply to the collection of sales verification information; and mathematical and statistical functions as they apply to real property.

Ability to:  effectively interpret, understand and use real estate deeds and records, maps, soil surveys and conversions; understand and collect the correct types of property record data from different county assessor information systems; operate and use motor vehicles, calculators, and computers; determine validity of information being received as well as the ability to work with the stress of very strict time lines and deadlines.

Skill in:  persuasive oral communication in possibly confrontational situations.

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

Knowledge of:  general math applications, computer spreadsheets, computer word processing and communication systems, general English language grammar and spelling skills.

Ability to:  use effective verbal and written communication techniques to gather and disseminate information; operate computer equipment; independently plan, organize and complete schedules and goals in a timely manner; prepare, complete and maintain legible written and graphic records; travel and complete job duties throughout the state as needed.

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.)

Sufficient education to demonstrate the required entry knowledge, skills and abilities is required.  A general guideline of a high school education or equivalent is desired.

Experience working with minimal supervision would be desirable.  Complimentary previous experience would include work in real estate, county offices, construction, or farming and ranching.

