TOWN OF GOSHEN

POSITION DESCRIPTION

Position Title:
Assessment Clerk
   


Department:
Assessor’s Office

Supervisors Title:  Assessor

POSITION DESCRIPTION SUMMARY:

Responsible for assisting the Assessor in the day to day office functions and annual filing of the Grand List in the Town of Goshen. Scheduled works hours, 12 hours per week.
PRIMARY RESPONSIBILITIES
Performs clerical functions in the following areas:


Real Estate assessment records


Personal Property records 


Motor Vehicle records.


Motor Vehicle adjustments


Prepares and organizes information for the update of tax maps


Veterans Exemptions


Disability and Blind Exemptions

Elderly homeowners & renters tax relief programs 


Annual review of exemptions to insure proper account application.


Building Permit data entry
Maintains current sales file for appraisers.

Assists senior citizens and others with applications.

Mails out increase notices as required by state statute.

Prepares annual personal property mailings.

Assists with field inspections with the Assessor as needed.

Attends county meetings, seminars and schools to maintain current knowledge of assessment practices.

Provides assistance and information to the public in a professional manner.

Helps Assessor in all phases of the assessment function required in the Connecticut General Statutes.

Position Title:


Assessment Clerk
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KNOWLEDGE AND SKILLS:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the minimum levels of knowledge, skill, and/or ability necessary.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Ability to operate Town computer system and other office equipment.
An awareness of mapping, deeds, real estate and computer software used in assessing.

Ability to understand and follow written and oral instructions.

An aptitude and background in basic math is required.

Ability to organize and maintain good filing systems.

Ability to work effectively and courteously with officials, employees and the general public. 

Must be able to work with a minimum of supervision and exercise good judgment when working with the public.
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