COUNTY OF NEWBERRY

COURTHOUSE ANNEX, COLLEGE STREET

POST OFFICE BOX 156

NEWBERRY, SOUTH CAROLINA 29108
*****

VACANCY ANNOUNCEMENT

*****

DIVISION:           Assessor’s Office
JOB LOCATION:  1512 Martin Street, Newberry, SC

POSITION: Special Assessment Processor and Customer Service Specialist
HOURS WORKED PER WEEK: Regular (Full-time), 40 hours per week

ANNUAL SALARY: 
 $30,076.80- 48,399.52 DOE
CONTACT PERSON: Katherine Cook, Director of Human Resources (803) 321-1431
POSITION DESCRIPTION: Newberry County has 27,000 parcels of real property and 3,400 manufactured homes.  The Assessor's Office maintains the ownership, valuation, and assessment records of all real property and manufactured homes in the county.  The primary focus of this position is the processing of the application for the special assessment as legal residence.  Each application must be reviewed and investigated for accuracy and eligibility. Therefore, knowledge of real property assessment and SC Law are needed for this position. Providing exceptional customer service is also a focus of this position, which requires active listening skills to be able to resolve issues efficiently and professionally. Daily, the candidate works closely with the Auditor's and Treasurer's office as well as Building Permits, Veteran's Affairs, Probate Court, and Clerk of Court's office to ensure the property record and real property taxes levied are correct.  Proficiency in Microsoft Word, Excel, Outlook, and Teams are essential to the position; and just as importantly, transferable technical skills are needed to become competent in the software specific to the Assessor’s Office and other departments within Newberry County Government.  Generating tax estimates and rollback tax estimates are also a function of this position; therefore, general math skills dealing with multiplication, percentages, and fractions are needed.
MINIMUM TRAINING AND EXPERIENCE: A two-year degree from an accredited college or technical school, preferably with an emphasis on business management or project management.  Five years of experience in data entry and customer service. Experience in local government or the real estate paralegal profession is helpful. Proficiency in the Microsoft Office Suite that includes Word, Excel, Outlook, and Teams are needed to communicate effectively and analyze data.  Technical skills are needed to work in the department's valuation and assessment software, in terms of entering data, maneuvering between screens, analyzing data, and developing and printing reports.
GENERAL INSTRUCTIONS: Applications for this position will be open until filled.  Newberry County employment applications may be obtained by visiting www.newberrycounty.net, or by contacting the Human Resources Office at the Newberry County Courthouse Annex, located at 1309 College Street in Newberry, SC, 29108.  A resume may be included but will not be accepted in lieu of a Newberry County Employment Application.  Applicants indicating college credit, degrees, or specialized training will be expected to provide official documentation in the event they are selected for this position.  Newberry County conducts background checks and tests for the use of illegal substances.                   
THE COUNTY OF NEWBERRY IS AN EQUAL OPPORTUNITY EMPLOYER

THE LANGUAGE USED IN THIS DOCUMENT DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN THE EMPLOYEE AND NEWBERRY COUNTY.  THIS DOCUMENT DOES NOT CREATE ANY CONTRACTUAL RIGHTS OR ENTITLEMENTS.  THE COUNTY RESERVES THE RIGHT TO REVISE THE CONTENT OF THIS DOCUMENT, IN WHOLE OR IN PART.  NO PROMISES OR ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY TO OR INCONSISTENT WITH THE TERMS OF THIS PAPAGRAPH CREATE ANY CONTRACT OF EMPL0YMENT.  
