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Elmore County

Class Specification

Deputy Assessor – Cadastral Specialist I/II/III
Class Code Number:
210



Pay Grade:
   5/7 (Progressive)


FLSA Designation:
Covered/Nonexempt

Effective Date:   10/2020
General Statement of Duties

Performs a variety of technical clerical and mapping duties related to the updating and monitoring of changes in ownership and property descriptions in Elmore County; performs related work as required.

Classification Summary

The principal function of an employee in this class is to review and process deeds to update changes in ownership and monitor real property transfers. The work involves specific techniques and processes related to platting, legal description reading and interpretation and property closure analysis. The work is performed under the general supervision of the Chief Deputy Assessor. The principal duties of this class are performed in a general office environment. 

Examples of Work  (Illustrative Only)

Essential Duties and Responsibilities

· Reviews and processes deeds, escrow contracts, divorce decrees, probates, trustee deeds and other legal documents influencing property ownership or descriptions;

· Prepares sales verification letters to be sent to buyers and/or sellers;

· Assigns tax numbers to metes and bound descriptions; types tax cards and assures tax numbers are recorded; 

· Performs data entry to reflect changes in property ownership; posts the same to assessor’s records;

· Processes forms as needed to apprise assessor staff and other interested parties of changes on plat books for ownership and legal descriptions;

· Draws maps showing bearings, distances, ownership, and geographical landmarks, if pertinent to the boundary of the property;

· Utilizes a variety of technical and computerized drafting tools, such as Traverse;

· Maintains property companion sheets showing property histories; 

· Performs calculations and computations to determine and confirm accuracy of property closures as identified on legal documents; conducts research to remedy closure and/or ownership problems;

· Rewrites property boundary descriptions as required to update plats and maps;

· Maintains parcel master entry as needed to keep records current;

· Assists with circuit breaker program; meets with people to determine eligibility and assist with application process.

· Runs the audit trail report daily and circuit breaker report annually; 

· Plats new boundaries on splits, making new parcels and assigning new parcel numbers to the newly split property;

· Responds to citizens’ questions and comments in a courteous and timely manner;

· Performs all work duties and activities in accordance with County policies, procedures and safety practices.  
· Performs other related duties as required. 

Required Knowledge, Skills and Abilities

Knowledge of:

· General office practices and procedures;

· Mathematical calculations and computations;

Ability to:

· Perform complex mathematical calculations;

· Prepare and update maps and drawings;

· Operate a variety of standard office equipment;

· Maintain detailed and accurate records and data;

· Communicate effectively, both orally and in writing;

· Maintain effective working relationships with other County employees, supervisory personnel, state and local elected officials and the public; 

· Respond to citizen requests in a courteous manner;

· Understand and follow oral and/or written policies, procedures, and instructions;

· Operate a computer using standard or customized software applications appropriate to assigned tasks;

· Make sound and reasonable decisions in accordance with laws, ordinances, regulations, and established procedures;

· Perform a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines;

· Integrity, ingenuity, and inventiveness in the performance of assigned tasks.  

Required Experience and Training
· High school diploma or equivalent general educational development (GED) certification; 

· Previous data entry or mapping experience; 
· Certification as a “Mapper” or “Cadastral Specialist” is preferred.

· Valid Idaho Driver’s License

· Any equivalent combination of experience and training which provides the knowledge and abilities necessary to perform the work can be accepted.

· This position requires continued education to maintain Cadastral certification within the State of Idaho. 

Required Experience and Training to be considered a level II or III: 

· Cadastral Specialist II:  Certified and courses completed in deed processing and/or mapping law

· Cadastral Specialist III:  Certified and completed with passing score, additional IAAO classes or related cadastral classes and five years of active experience.

Essential Physical Abilities
· Sufficient clarity of speech and hearing or other communication capabilities, with or without reasonable accommodation, which permits the employee to communicate effectively;

· Sufficient vision or other powers of observation, with or without reasonable accommodation, which permits the employee to accurately process deeds and other legal documents;  

· Sufficient manual dexterity with or without reasonable accommodation, which permits the employee to operate computer equipment, ten key calculator and other office equipment;

· Sufficient personal mobility and physical reflexes, with or without reasonable accommodation, which permits the employee to work in an office setting.

Progressive Grade increases are as follows:

Required Experience and Training to be considered a level II or III: 

· Cadastral Specialist Trainee- I:  Employees are hired into a Cadastral Specialist Trainee position for their first 90-days (probationary period).  

· Upon successful completion of the probationary period, the employee will be upgraded into the CS I position. 

· Upon successful completion of the Mapper’s Course I, employee will receive a pay increase of $0.25/hour

· Upon successful completion of the Mapper’s Course II, employee will receive a pay increase of $0.25/hour

· Cadastral Specialist II:  Certified and courses completed in deed processing and/or mapping law

· Upon successful completion of both Course I and Course II and after 12 months in the Cadastral Specialist position, employee will promote into a Cadastral Specialist II position.
· Cadastral Specialist III:  Certified and completed with passing score, additional IAAO classes or related cadastral classes and five years of active experience.

