Job Description & Duties Statement

Miner County

Equalization Clerk

GENERAL STATEMENT OF DUTIES

Under the direct supervision of the Miner County Director of Equalization performs moderately complex
clerical duties and routine data entry work relating to the appraisal of real property for tax purposes
requiring the use of independent judgment.

TYPICAL DUTIES AND RESPONSIBILITIES
Performs duties and tasks as assigned including, but not limited to:

Operates computer to enter data from property cards on transfers, splits, and re-platting of property.

Identifies properties to be appraised on maps by use of legal descriptions and by review of building
permits and property appraisal records.

___Maintains list of current sales by class, legal description, and assessment to sales ratio.
______Maintains current sales maps and ownership maps.

____ Assists in calculating new property values for property splits by referring to appropriate schedules.
_____ Prepares new cards for property splits, transfers, and combinations.

Assists Director with sales ratio reports to SD Department of Revenue; verifies all sales by proper
investigation of parties involved.

Retrieves and interprets information from computer.

Provides assistance and information to other agencies and the public through direct, telephone, and
mail contact.

Performs routine clerical duties including sorting, filing, proofreading, answering the telephone,
and mail contact.

Attends training sessions and meetings as required.

Performs work in a manner consistent with safe practices.

Develops and maintains positive professional relationships with the general public and other
employees.

Performs other such duties and functions as assigned and necessary to the proper performance of
the position.

MINIMUM QUALIFICATIONS

e Working knowledge of standard office procedures and operations. Skill in operating office equipment in
accordance with the demands of the position. Ability to read and interpret complex written
instructions, legal descriptions, regulations, state law, etc.

e Graduation from high school or GED and course work in office procedures. Working knowledge of
Microsoft Office products (Excel and Word). No less than two (2) years general office clerical
experience; or a combination of education, training, and experience as may be acceptable to the hiring
authority.

e Ability to understand and follow written and verbal instructions.

e Ability to communicate effectively verbally and in writing.



e Physical ability to perform job responsibilities, including the ability to lift a minimum of 25 pounds and
store/retrieve items from both high and low shelving.

e Access to use of a motor vehicle.

¢ Ability to maintain an effective working relationship with other employees and the general public.

e Ability to work flexible hours as the need arises.

| have read the above position description and fully understand and accept the conditions set forth. | will

perform these duties to the best of my knowledge and ability. | also agree to abide by the personnel policy
of Miner County.

Employee Signature Date



