City of Bridgeport, Connecticut
Civil Service Commission/Human Resources

JOB POSTING
TO: NAGE Tax Assessor’s Office Employees
FROM: Civil Service Commission/Human Resources
DATE: June 16, 2015
RE: Tax Assessment Clerk

The Tax Assessor’s Office has an opening for the above referenced position.

If you are a NAGE affiliated employee of the Tax Assessor’s Office and are interested in the
above position, please sign below.

A job description is attached.
SALARY: $40,965.00

NAME (Please print) PHONE DATE

Deadline for signing is June 22, 2015.



FOR GENESYS PURPOSE ONLY

CLASS CODE:

° X —_

CLASS TITLE: TAX ASSESSMENT CLERK - 35 Hours

1. Duties that are characteristic as to type and level:

Supervisory administrative and sub-professional work in connection with the
general work of assessing and record keeping in the Tax Assessor’s Office.

2. Typical tasks or assignments:

Apphes veterans’ exemptions on tax roll to real estate, automoblles business
establishments, boats and furnished rooms; keeps list of disabled veterans, and applies
disability percentages to their real estate or personal property; processes elderly
exemption forms, and figures the percentage entitled to on tax roll; verifies veteran’s
exemption granted against tax roll for real estate and personal property; prices all motor
vehicles; assists in the preparation of reports and budgets; supervises typing, filing and
other clerical functions; assists in explaining rules and regulations of the Assessor’s
Office to the attorneys, title searchers and the general public.
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3. Minimum qualification requirements:
a. As to education, training and experience:

High school graduation.

Not less than six years of satisfactory experience in the
general field of personal and real property assessment.
Or a satisfactory equivalent combination of experlence
and education.

b.  Asto special knowledge, ability and skill:

Good knowledge of the principles and practices of the

assessment of real and personal property.

‘Good knowledge of the methods practices and routines

of the Tax Assessor’s Office.

Ability to lay out work for others, to direct them in thelr
work, and to get them to work together effectively.

Ability to make detailed mathematical computations.
Typing ability.
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