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PROPERTY MAINTENANCE COORDINATOR

KIND OF WORK:  This is highly responsible administrative work in managing office personnel performing accounting, assessing and appraisal functions or other related duties in a business office.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for completing property valuation equalization analysis, scheduling and assigning work to employees and applying laws and regulations to meet established objectives.  Work is performed in accordance with specific policies under the general supervision of the Administrator - Revenue Commission or the Revenue Commissioner.  Supervision is exercised over clerical and other employees as assigned. 

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Directs the planning, organization and maintenance of a property equalization system; designs and implements systems to improve or upgrade existing property equalization systems and to meet legal requirements; compares performance with operating plans and standards; interprets property data and submits reports; controls assessments, compiles data for equalization purposes and information for government agencies, conducts long-range plans, prepares budgets, analyzes property tax abstracts and budgetary mandates, analyzes current financial condition and recommends fiscal actions; supervises customer services and other sections; attends meetings and conferences to explain fiscal policies; conducts audits on assessment records; answers inquiries from other governmental agencies and the public; develops and implements cooperative agreements with government entities; analyzes potential business services and makes recommendations; resolves difficult complaints; maintains inventory control records; trains, assigns, directs, supervises, and evaluates personnel; performs related work as required. 

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of appraisal and accounting principles, practices and theory and their application to appraisal and assessment of property; thorough knowledge of local, State and Federal laws governing revenues, appraisals and assessments; thorough knowledge of departmental policies and procedures; thorough knowledge of modern management principles, practices and equipment; good knowledge of statistical principles, practices and applications to appraisal and assessment functions; some knowledge of methods of appraising real and personal property; ability to design property maintenance systems; ability to analyze and interpret fiscal and accounting statements; ability to prepare accurate and complete financial statements; ability to prepare and present complex administrative reports; ability to plan, organize and supervise the work of subordinates; ability to utilize modern office equipment; ability to establish and maintain effective working relationships with department heads, public officials, employees and the general public.
MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in Accounting, Business Administration or closely related field and a minimum of three years responsible administrative experience in ad valorem tax procedures including the mapping, appraisal and assessment requirements of Title 40, Code of Alabama; or a combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENT:  Must possess a valid driver's license from state of residence.
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