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McHENRY COUNTY
JOB DESCRIPTION
JOB TITLE:    
CHIEF COUNTY ASSESSMENT OFFICER
FLSA STATUS:  EXEMPT 
DEPARTMENT:
SUPERVISOR OF ASSESSMENTS
GRADE:
15E
REPORTS TO:
MCHENRY COUNTY BOARD
JOB CODE:        05101
CREATED:  
AUGUST, 2011

REVISED:
JOB SUMMARY:

The Chief County Assessment Officer administers the assessment portion of the Illinois Property Tax Code, Chapter 35, Section 200 of the Illinois Compiled Statutes for valuation of property for real estate taxation purposes.
ESSENTIAL JOB FUNCTIONS: 

· Supervise staff and operations.  Carries out supervisory responsibility in accordance with County policies, procedures and applicable laws including:  interviewing, hiring, training, planning, assigning and directing work, appraising performance, rewarding and disciplining employees, addressing complaints, and resolving problems.

· Plans and implements goals, objectives, and strategies for the unit to ensure efficient organization and completion of work.

· Interprets guidelines and procedures of applicable statutes, ordinances, and regulations.

· Plan, allocate and monitor time, people, equipment, and other resources to ensure efficient organization and completion of work.

· Provide assistance to township assessors to obtain accurate valuation of all real estate and the timely submission of values.

· Audit work of township assessors to insure compliance with state statutes, accuracy, uniformity and completeness of work.
· Conduct annual training session with township assessors.
· Maintain Parcel Identification Numbering system.

· Prepare, sign and certify abstracts and reports for submission to the Illinois Department of Revenue as required by law.

· Provide proper taxpayer notification of assessments through mailed notices and publication.

· Assist the Board of Review as required.

· Certify the assessment roll to the County Clerk to facilitate timely tax calculation and billing as prescribed by statute.

· Assist taxing districts by providing projections of future aggregate equalized assessed value and forecast of probable property tax revenue.

· Set up and maintain paper and electronic filing systems for records, correspondence, and other material.  

· Complete forms in accordance with county procedures.

· Operate office equipment such as fax machines, copiers, phone systems, and use computers for spreadsheet, word processing, database management, and other applications.   
· Interacts with staff, elected officials and the general public in person or by telephone in order to respond to inquiries, receive complaints, and resolve problems.

· Types letters, memos, charts, labels, reports or other correspondence.  

· Performing data entry using word processing, spreadsheet or database commands and formats material as required.  
· Performs other related duties as assigned

MATERIAL AND EQUIPMENT USED:

Personal Computer




Multi-line Telephone


General Office Equipment



Calculator




Copier



MINIMUM QUALIFICATIONS REQUIRED:
Education and Experience:

Bachelors degree in Accounting, Public Administration, Business Administration or related field; and,

Five or more years of progressively responsible experience in administration/management.
Licenses and Certifications:
Certified Illinois Assessing Official.
KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of:
Local, State, and Federal laws, rules, and regulations.

Local government principles and practices.

Principles of public funding and finance.
Applicable state, federal and local laws, rules and regulations.

Administrative and clerical procedures and systems such as word processing, managing files and records, designing forms, and other office procedures and terminology.  

Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.  
Computer applications related to the work.

Skill in:

Supervising the work of staff including coordinating, assigning, monitoring, and evaluating work; hiring, training, counseling, and disciplining staff.

Communicating effectively, both orally and in writing, with the general public.

Using tact, discretion, initiative and independent judgment within established guidelines.

Organizing work, setting priorities, meeting critical deadlines, and following up assignments with a minimum of direction.

Operating and routine maintenance of general office machines such as copiers, facsimile machines, telephone systems, and two-way radio base stations.

Preparing moderately complex documents. 

Accurately proofreading copy with accompanying knowledge of grammar, punctuation and spelling.

Performing basic mathematical computations such as addition, subtraction, multiplication, and division.
Performing data entry using word processing, spreadsheet or database commands and formats material as required.  
Working Conditions:

Works in a normal office environment where there are little or no physical discomforts associated with changes in weather or discomforts associated with noise, dust, dirt and the like.

The incumbent's working conditions are typically moderately quiet.

While performing the essential functions of this job, the incumbent is regularly required to walk, sit, use hands to finger, handle, or feel objects, to reach with hands and arms, and see, talk or hear.

While performing the essential functions of this job the employee is occasionally required to lift and/or move up to 10 pounds.

This class specification should not be interpreted as all inclusive.  It is intended to identify the essential functions and requirements of this job.  Incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this specification.  Any essential function or requirement of this class will be evaluated as necessary should an incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the Americans with Disabilities Act (ADA).  Reasonable accommodation for the specific disability will be made for the incumbent/applicant when possible.  This document describes the position currently available.  It is not an employment contract.  McHenry County reserves the right to modify job duties or job descriptions at any time.  

