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         Classification Description

SEGREGATOR TECHNICIAN 3
Department:
Assessor-Treasurer






FLSA: Non-Exempt
Job Class #:  
869400







Represented: No
Pay Range:
5J05
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION:  This is skilled, technical and supervisory land segregation and related work for Pierce County.  An employee in this classification is responsible for reviewing transactions and legal actions affecting real property in relation to taxation and for making appropriate adjustments to the County Assessor's records. Employees at this level operate independently, consulting with a supervisor only on matters of policy or extreme controversy.   Work is performed under general supervision and is reviewed by an administrative superior through periodic conferences, reports, and through the adequacy and accuracy of resulting records, reports, and functions.

SERIES CONCEPT:  This job is distinguished from the Segregator Technician 2 classification by the complexity of work performed and its supervisory responsibilities.  In addition, the Segregator Technician 3 classification is responsible for performing duties independently.

ESSENTIAL JOB FUNCTIONS:
· Supervises and coordinates staff activities; oversees daily operations of the segregation section and ensures compliance with local, state and federal regulations; assists staff in resolving complex technical or procedural problems; disseminates information concerning new policies and procedures.

· Participates in the recruiting, hiring and disciplinary action of staff.  Oversees employee goal setting, employee evaluations, training and staff development programs.  

· Participates in the development of policies, and procedures and assures that they are followed.

· Performs difficult and complex segregations; composes concise legal descriptions which specifically identify parcels of real property; compares legal descriptions of adjoining property to ensure that there are no overlaps or gaps; draws descriptions on department working maps; prepares drafts of ownership insuring title.

· Prepares typed or data entry instructions for computer update of property account information; prepares forms to remove property from or add to the tax rolls; proofreads, posts and files all changes; composes and types own correspondence; maintains appropriate project files.

· Investigates and responds to inquiries or service requests from other county departments, state departments, property owners, attorneys, title companies, escrow companies, lending institutions, surveyors and the general public regarding property transactions and legal descriptions.  Computes acreages and values for regular and irregular shaped parcels utilizing engineer's scale and planimeter.

· Operates computer terminal to obtain readout of land value, acreage and ownership data and segregation worksheet printouts.  Uses microfilm and microfiche viewer and printer to view and copy records.  

· Reads and interprets legal descriptions; prepares lot boundary changes on pre-existing maps for final inking by the cartography unit.

· Examines aerial photographs to check location of structures and/or improved and unimproved land when performing segregations and as an aid to calculation of acreages.

ESSENTIAL JOB FUNCTIONS: (continued)
· Determines currency of tax payments and distributes all taxes to new parcels.  Assures all payments or deposits have been made before the segregation is commenced.  Notifies taxpayer of delinquent taxes precluding plat or segregation.

· Meets with attorneys, surveyors, title company officers, and related county departments as necessary.

OTHER JOB FUNCTIONS:
· May assist in the development of required systems.

· May represent the department at meetings.

· Performs other related duties as required.

KNOWLEDGE, SKILLS AND ABILITIES:
· Considerable knowledge and understanding of county and municipal subdivision codes.

· Considerable knowledge of legal descriptions.

· Considerable knowledge of property tax ordinances and legislation.

· Considerable knowledge of tax assessment rules, regulations and procedures.

· Considerable knowledge of fundamentals of property title, encumbrance and transfer.

· Knowledge of the principles and practices of program organization and management, including specific knowledge of the segregation section.

· Knowledge of supervisory practices and principles.

· Knowledge of real estate sales transactions.

· Knowledge of office practices and procedures.

· Knowledge of basic algebra and geometry used in calculating property size and value.

· Ability to effectively plan, supervise and evaluate the work of subordinates.

· Ability to work independently and maintain an overview of complex processes.

· Ability to read and understand maps and to write concise legal descriptions.

· Ability to read and understand legislation having a bearing on property transactions.

· Ability to draw maps neatly and accurately.

· Ability to operate associated peripheral equipment, computer software and standard office equipment. 

· Ability to establish and maintain effective working relationships with County departments, peers, co-workers and the general public.

· Ability to communicate effectively both orally and in writing.

RECRUITING REQUIREMENTS:
Graduation from high school or G.E.D. equivalent; three or more years of progressively responsible property segregation work including two years of experience working in a lead or supervisory capacity; or any combination of education or experience which would clearly indicate the ability to perform the duties of the position.  
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