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REAL PROPERY TECHNICIAN

DISTINGUISHING FEATURES OF THE CLASS:  The work involves responsibility for overseeing accurate plotting and mapping of changes in property lines on tax maps.  Basic data is obtained from deeds, surveys, property transfer forms, filed subdivision maps, aerial and other tax maps, and direct field observations.  Tax maps and assessment records are correlated as a result of changes.  Performs deed searches for tax delinquent and other specialty parcels.  Work is performed under the general supervision of the Real Property Tax Service Assistant.  Does related work as required.

TYPICAL WORK ACTIVITIES:

Researches deeds, surveys, surrogate court records, etc. to resolve questions regarding tax map boundaries and acreages;

Provides information to tax map maintenance contractor and local assessors;

Checks and searches tax maps and other records for identification purposes;

Maintains a strict correlation between the tax maps and assessment rolls;

Assists town assessors in correlating property records with the tax maps;

Maintains a historical deed reference file on each parcel;

Performs field checks to assist with the solution of mapping problems;

Prepares interpretations of descriptions of conveyances shown on maps;

Does deed research for specialty issues;

Assists the Director in other departmental duties;

Attends educational training classes as instructed by the Director;

Answers inquiries from the public, governments, and other agencies regarding assessment, tax maps, deeds, and the real property tax services in general;

Maps, locates, photographs and inspects tax sale auction properties;

May produce paper map copies for public and town use.
FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:

Good knowledge of the practices and principles of drafting and the instruments used;

Good knowledge of mathematics including plane geometry;

Ability to correctly identify and transfer property lines to maps as described in deeds and legal documents;

Ability to understand and interpret complex oral and written information;

Ability to effectively communicate orally and in writing;

Ability to perform close detail work;
Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  Either:

(A) Graduation from high school or possession of a high school equivalency diploma and two years of experience in preparing parcel sketches for the updating of tax maps, title searching, assessing, drafting, or surveying work involving the laying out or mapping out of property lines; or 

(B) Graduation from high school or possession of a high school equivalency diploma and completion of an approved course in drafting or mechanical drawing as described below and one year of experience as described in (A) above.

NOTE:  Approved courses of drafting or mechanical drawing require either:

(A) Successful completion of six credit hours of post secondary education in drafting or mechanical drawing; or

(B) Completion of a BOCES program in drafting or mechanical drawing or closely related area.
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