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ASSISTANT ASSESSOR
DEFINITION

Under administrative direction, supervises-staff-assists in planning, organizing, managing, and providing
direction and oversight for all functions and activities related-toof the appraisalassessment-andauditing

of real-and-personal-property-and-businessactivitiesin-the-Assessor's Office:

DISTINGUISHING-CHARACTERISTCS

Ih&etass—rs—Assessor S Offlce mcumbents are responS|bIe for eI#eeHen—ef—t—he—d-ay-te—d-ay—e-pe&aﬂens—and

maﬂagemem—and—the admmwtraﬂon—and—éweet—mw—ef—a-”—epe*a—t-lens manaqement DO|ICV, and proqram

planning of the Valuation Division in the absernceAssessor’s Office; acts on behalf of the elected

Assessor—l-n—add+t+en—t—he—meumbent— durlnq absences; and performs eemplex—a-nel—d#ﬁ-em-t—assessmen-t

aeeeu-n%abJe—ﬁe#aH—Geu-n%y—assessment—ﬁu-nenensrelated duties as assmned

SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the Assessor. Exercises general direction or general supervision
over supervisory, professional, paraprofessional, technical, and administrative support staff either directly
or through subordinate levels of supervision.

CLASS CHARACTERISTICS

This is an assistant department director classification that oversees and directs the Valuation Division of
the Assessor's Office. This class assists the Assessor in the administration of departmental policies and
procedures, and manages the activities of the staff involved in the functions of real, personal, and business
property valuation required in the preparation of the local assessment roll. Successful performance of the
work requires an extensive professional background as well as skill in coordinating departmental work
with that of other County departments and public agencies. Responsibilities include performing and
directing many of the department’s day-to-day administrative functions.
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This class is distinguished from the Assessor in that the latter is a department head with responsibility for
overall policy development, program planning, fiscal management, and operation of the department.

EXAMPLES OF BPUTIESTYPICAL JOB FUNCTIONS (Ilustrative Only)

> AssistsProvides responsible assistance and support to the Assessor with a variety of administrative

and management functions in the Valuation Division.
o—Assists in _managing and participates in the development and administration of annualthe

department’s budget-
o Administersgrantsand-contractsfrom; directs the state Departmentforecast of Finance:
o DMaasoshedulessuperdsesandradevs theve et assizned st
o Selects staff and-providesadditional funds needed for theirwerktrainingand professionaldevelop-

dlserpnn&FyLaeHenstafflnq edumment and ether—pepsennel—deegen&
' Ve Genéuet—s—u#er—ma&end—meeﬂng—s—supplles directs the monltorlnq Of and speakmg—engagement—s—\mt-h

—approves expendltures dlrects the preparatlon and |mplementat|on of budqetary adlustments
o Provides—technicalassistaneeDirects subordinates concerning the valuation methods and advice—te

et-he#depa%t—ment—s—st—aﬁ—qu—t-he—p&bhem—a;eas echnlgue s of Fespenﬂ-b+I+t-y—

annaai—assessment—and—sapa@mn%ﬂ—asses&ment—@ts—

1 Ve Geeréna%es—asss%s—m—p#epanaﬁen—ané—p%e&en%s—eases—a%Manaqes directs, and represents the
Assessor's Office before the Assessment Appeals Board-efEqualization-hearings——, participates in

the Chief Appralser affiliate of the Callfornla Assessors Association.

> Selects, tralns motlvates and evaluates the work of division personnel provides direction or

coordinates staff training, works with employees to correct deficiencies.
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» Develops, evaluates, and implements division policies and procedures and short- and long-range
division goals and objectives.

Develops and implements operational changes to maintain the highest assessment and valuation
standards throughout the governmental assessment profession.

Interprets, analyzes, and implements laws, rules, and requlations pertaining to assessment and
valuation procedures.

Researches and analyzes data; prepares reports.

Attends and participates in professional group meetings; monitors current and upcoming regulations
and codes; and stays abreast of new trends and innovations in the field of law and other services as
they relate to the area of assignment.

Represents the Assessor's Office before the courts and other governmental agencies.

Makes public presentations related to the functions and duties of the Assessor's Office.

Acts as the Assessor on a relief basis.

o> Performs-ether related duties- as assigned.

vViv |V |V

VY |V |V

QUALIFICATIONS

Knowledge of:

» Organization and management practices as applied to the development, analysis, and evaluation of
programs, policies, and operatlonal needs of the a55|qned d|V|S|on

©> Principles and practices of adswi
leadership.

> SuperviseryPrinciples and practices involved in the assessment of real and personal property.

» Administrative principles and practices__including goal setting, budget development and
implementation.

> Applicable federal, state, and county laws, codes, rules, regulations, legal opinions, and standards
affecting functions and operations of the Assessor's Office.

o> Principles and practices of employee supervision, including work planning, assignment review and

evaluation-end-employeetrainingand, discipline—, and the training of staff in work procedures.

> Ad-nmmt—Fat-fenLocal qovernment orqanlzatlon and Fepemag—ef—st-a-te—g-f:an-ts Qeratlons
o> Interrelationships between County government and eentracts—the community, and other agencies.

» Principles and techniques for working with groups and fostering effective team interaction to ensure
teamwork is conducted smoothly.

©> Techniques for providing a high level of customer service by effectively dealing with the public,

sometimes-in-situations—which-may-be-difficultorconfrontationalvendors, contractors, and County

staff.

The structure and content of the English language, including the meaning and spelling of words, rules

of composition, and grammar.

Modern equipment and communication tools used for business functions and program, project, and

task coordination.

Computers and software programs (e.g., Microsoft software packages) to conduct, compile, and/or

|\7 v |V
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generate documentation.

Ability to:

Assist _in_providing administrative and professional leadership and direction for the Valuation
division, the Assessor’s Office and the County.

Assist in preparing and administering budgets; allocate limited resources in a cost effective manner.
Plan, direct, coordinate, and administer a division of a department, through subordinate staff.

Assist in preparing and administering budgets; allocate limited resources in a cost effective manner.
Comprehend and interpret complex regulations, laws, and guidelines.

Develop and implement short- and long-range departmental goals and objectives.

Select and supervise staff, provide training and development opportunities, ensure work is performed
effectively, and evaluate performance in an objective and positive manner.

Explain policy, procedures, and recommendations to staff, other departments, public officials, and the
general public.

Independently organize work, set priorities, meet critical deadlines, and follow-up on assignments.

o> Effectively use computer systems, software applications—ineluding—word—precessing—database;

spreadsheet-and-proprietary—applications, and modern business equipment to perform a variety of work
tasks.

v |V |VIVIVIVIVIV |V

> AnalyzingevaluatingCommunicate clearly and concisely, both orally and in writing, using appropriate

English grammar and syntax.

o—Exercise initiative, ingenuity, prudence, and medifying-appraisal-methods-and-standards:

6—Assembling-000d judgment in analyzing and summarizing-informationrelating-to-appraisal-for-tax
assessmentpurpeses:

O Interpreting—and—explainingsolving complex appraisa-and assessment—methedsdifficult administrative,
managerial and determinationstechnical problems.

G—ReseaFehngStabllsh maintain, and anal-yz—mg—eemple*laws foster posmv and—FegHJaaens—

work.
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Education and Experience:

EquivalenttograduationAny combination of the required experience, education, and training that would
provide the essential knowledge, skills, and abilities is qualifying.

Possession of a bachelor's degree from aan accredited four-year college or university with-majercourseweork-in
accounting, finance, real estate, business administration, or a closely related field, and threefive (5) years of
professional property appraisal experience at a level equivalent to the esunty’sCounty 's class of s=Senior
Appraiser, including two (2) years in a supervisory capacity.

Licenses and Certifications:

> Possession of, or srAuditer-ability to obtain, a valid California Driver’s License by time of appointment
and a satisfactory driving record.

» Possession of, and maintain a valid Advanced Appraiser—Supervisery—experience—is—highly—desirable:
Certificate issued by the California State Board of Equalization

PHYSICAL DEMANDS

Must possess

skils-mobility to work in a standard office setting and use standard office equipment, including a computer; to
operate a motor vehicle and to visit various County and meeting sites; vision to read printed materials and a
computer screen; and hearing and speech to communicate in person, before groups and over the telephone.
This is primarily a sedentary office classification although standing in work areas and walking between work
areas may be required. Finger dexterity is needed to access, enter and retrieve data using a computer
keyboard, typewriter keyboard or calculator and to operate standard office equipment. Positions in this
classification occasionally bend, stoop, kneel, reach, push and pull drawers open and closed to retrieve and
file information. Reasonable accommodations will be made for individuals on a case-by-case basis.

ENVIRONMENTAL CONDITIONS

Employees work in an office environment with moderate noise levels, controlled temperature conditions and
no direct exposure to hazardous physical substances. Employees may interact with members of the public or
with staff under emotionally stressful conditions while interpreting and enforcing departmental policies and

procedures.

WORKING CONDITIONS

May be required to work on evenings, weekends, and holidays.
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