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REAL PROPERTY INFORMATION ANALYST

DISTINGUISHING FEATURES OF THE CLASS: This position involves the systematic analysis of real
property data to determine the level of assessment and to ensure that like properties are assessed equally for
each municipality in the county. This involves statistical accumulation of data, real estate market monitoring,
real property valuation, analysis of vacant land, agricultural, residential, commercial, and industrial sales, and
grouping the data and applying appropriate analytical techniques in order to provide uniformity and equity in
the county's real property tax structure. The work involves maintenance, correction, and updating of marketing
information to the real property system inventory and sales file. The work is performed independently with
minimal supervision of the Director of Real Property Tax Services and Real Property System Coordinator with
leeway allowed for exercise of independent judgment in carrying out details of the work. Supervision and
training may be exercised over subordinate employees. The incumbent does related work as required.

TYPICAL WORK ACTIVITIES: (lllustrative only)

Responsible for the systematic analysis of real property data to determine the level of assessment and to ensure
that like properties are assessed equally for each municipality in the county;

Analysis of vacant land, agricultural, residential, commercial, and industrial sales to determine the level of
assessment and equity of assessments in each municipality;

Conducts research and gathers property valuation data from a variety of sources including assessment rolls,
deeds, and tax maps to obtain additional information for statistical reports and analysis;

Performs data analysis, ratio studies, and other statistical techniques to quantify and interpret computer assisted
valuation models;

Utilizes computer software and technical knowledge to perform basic market valuation;

Updates, maintains, and corrects marketing information to the Real Property System inventory and sales file;

May assist the Tax Map Technician in the review of all deeds and other recording instruments;

May train and assist local assessors in collection, recording, and usual real property valuation data;

Assists local assessors directly in updating parcel descriptions and valuations on a periodic basis;

Assists in the qualification and processing of property exemptions;

Creates, prepares, and maintains a variety of periodic and special reports, statistical data, and records that
support recommendations with accurate and relevant data;

Evaluates sales and property tax data from assessing officials, utility companies, other state agencies, and staff
and prepares reports and documentation;

Compiles and enters information used to generate data mailers, notices of increased assessments, impact
notices, assessor’s annual reports, etc;

Assists the general public on the phone or in person in understanding the use of statistics, and procedures
generated from the Real Property System.




Real Property Information Analyst

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES & PERSONAL CHARACTERISTICS:

Good knowledge of modern principles, practices, theory, and methods of real property valuation, assessment,
and taxation;

Good knowledge of real property tax laws, rules, regulations, and judicial and administrative determinations
governing valuation and assessment of real property;

Good knowledge of deeds and related property records and ability to understand their relation to valuation
processes;

Good knowledge of and ability to use computer database and spreadsheet software;

Ability to establish and maintain effective working relationships with the public, assessors, municipal officials,
and state personnel;

Ability to understand, interpret, and utilize tax maps and other valuation tools;

Ability to make arithmetic calculations;

Ability to supervise the work of others;

Ability to collect and analyze valuation data;

Ability to prepare assessment reports.

MINIMUM QUALIFICATIONS: Either:

(a) Graduation from a regionally accredited or New York State registered college or university with a
Bachelor’s Degree in Business Administration or closely related field including or supplemented by nine (9)
semester credit hours in computer science or data processing; or

(b) Graduation from a regionally accredited or New York State registered college or university with an
Associate’s Degree in Business Administration or closely related field including or supplemented by nine
(9) semester credit hours in computer science or data processing and two (2) years of experience in the use
of real property assessment valuation or appraisal records; or

(c) Graduation from high school or possession of a high school equivalency diploma and four (4) years of
experience involving the computerized maintenance of real property valuation, real estate, assessment, or
appraisal records; or

(d) An equivalent combination of training and experience as defined by the limits of (a), (b), and (c) above.

NOTE: Your degree must have been awarded by a college or university accredited by a regional, national, or
specialized agency recognized as an accrediting agency by the U.S. Department of Education/U.S. Secretary of
Education. If your degree was awarded by an educational institution outside the United States and its
territories, you must provide independent verification of equivalency. A list of acceptable companies who
provide this service can be found on the Internet at http://www.cs.ny.gov/jobseeker/degrees.cfm. You must pay
the required evaluation fee.



