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| MPROVEMENT ASSESSCR, 1562
| MPROVEMENT ASSESSCR SUPERVI SOR, 1564

Summary of Duties : Determnes the assessnents to be |evied agai nst
benefiting property owners for the cost of public works inprovenents
ranging fromroutine to conpl ex cases; or determnes assessments in
the nore conpl ex cases and supervises and directs the work of a group
of enpl oyees engaged i n such work; and does rel ated worKk.

D stingui shing Features : An Inprovenent Assessor exercises

I ndependent judgnent in analyzing and determning the distribution of
public inprovenent costs anong benefiting property owners.

D stributions cal cul ated nust nmeet provisions set forth in State acts
and Aty ordi nances, be conprehensible to the public, and be
defensi bl e before the Gty Council and courts if appeal ed.

An enpl oyee of this class nornally receives assignnents in the form of
property ownership records assessnent district nmaps, construction

pl ans and estimates, right-of-way acquisition maps and estimates, and
financing features. An |Inprovenent Assessor is required to plan, |ay
out, and organi ze work to conpl ete benefit determ nations. The

i ncunbent's work is reviewed for proper interpretation of plans,
estinates, right-of-way information, and judgnment exercised in
spreadi ng assessnments on the benefits to individual properties.

An | nprovenent Assessor Supervisor determnes the distribution of
public inprovenent costs anmong benefiting property owners in conpl ex
cases with mnimal supervision, and directly supervises one function
of assessment work within the Bureau of Engi neering.

An | nprovenent Assessor Supervisor al so supervises and provides
overall direction to other Inprovenent Assessor Supervisors, and
technical and clerical enployees engaged in a nunber of functions of
assessnent work, and represents the Bureau of Engi neering on
assessnent natters before the Board of Public Wrks and the Gty
Counci | .

Exanpl es of Duties : Inprovenent Assessor : Reviews and interprets
engi neeri ng assessnent diagrans, plans, estinmates of public

i nprovenents, official Gty maps and records of property ownership,
Council files, County Tax Assessor's records, zoning, and Bureau of
Assessment records to determne current property ownership and | ot
cuts, the disposition of protests, public financing allocations,
exenptions, previous assessnents |evied, and right-of-way commtnents
and acqui sitions; assigns assessnment nunbers and prepares | egal tract
descriptions for each parcel of |and designated on the

assessnentdi agram nakes field trips to determne the topography of
the district, the size, shape, and accessibility of parcels to be

i nproved, the type and usage of appurtenant structures, and ot her




benefit factors.

Determ nes the assessnent to be | evied agai nst each parcel of |and for
each inprovenent after review ng various factors affecting benefit
consi derations, conputes Gty Treasurer and Bureau of Engi neering fees
and secures fee charges fromother departnents and bureaus; determ nes
the various categories of conparable work and their respective total
cost within each category; determnes the nunber of benefit feet to be
charged to each parcel for each category of inprovenent including
irregularly shaped, or hilly parcels; conputes the assessnent to be

| evi ed agai nst each parcel; prepares work sheet schedul es show ng the
nmet hods used, factors considered, and the cal cul ati ons nade i n order
to arrive at the proposed assessnent; prepares docunents pertinent to
t he i ssuance and transfer of assessnent bonds; nay contact contractors
or their assignees to transmt incidental assessnent fee billing
information; and verbally explains the basis for assessnent to the
public and nakes witten replies to protests or requests for the
information; may train technical and clerical enployees in specialized
tasks; and may occasionally be assigned to other duties for training
pur poses or to neet technol ogi cal changes or energencies.

| npr ovenent Assessor Supervisor :  Supervises |nprovement Assessors
engaged in identifying, conputing, and apportioning the cost of public
inprovenents in relation to benefits received; supervises clerica

enpl oyees engaged in transcribing records, determning ownership of
parcels, preparing inprovenent bills for mailing to property owners,
preparing assessnent rolls and docunents for recording, filing, and
transmtting, and naintaining records and files pertinent to the
distribution of current assessabl e inprovenents; assigns and schedul es
the work of assessnent personnel; checks and approves all prelimnary
and final assessnment spreads and supporting docunments for accuracy,
defensibility, and nethods and procedures followed; cal cul ates and

det erm nes conpl ex assessnents; supervises technical and clerical
personnel engaged in providing reports of pendi ng special assessnent
liens on sales of residential property and naintaining a public
counter; reviews pending lien reports to give property owners
estimates of assessnent anounts; nmay naintain a cal endar of Council
actions pertinent to the adoption of ordinances, public protests, and
confirmations that relates to assessnent work; keeps statistical
records of work performed; handl es conplaints fromthe public; or

Pl ans, directs, coordinates and supervises the work of technical and
clerical personnel engaged in distributing and billing assessabl e

i nprovenent and nmai nt enance costs according to the requirenments of
various State acts, Gty ordi nances, and policies governi ng assessnent
proceedi ngs; naintaining current official assessment |ien docunents;
certifying unpai d assessnent lists to the Gty Treasurer; and
initiating foreclosure on delinquent Gty-owned assessnent |iens;

Interprets legal requirenents of State and Gty inprovenent acts and
ordi nances relating to assessnment net hods and procedures; nmay consult
with the Gty Attorney on matters requiring legal interpretation;



expl ai ns and def ends assessnents and assessnent policies and practices
before Gty Council, Board of Public Wrks and ot her governnental and
comuni ty bodi es;

Answer s correspondence and tel ephone inquiries fromthe public
regardi ng assessnents levied; interprets assessnent policy; prepares
reports and recomrends inprovenents relative to assessnent procedures,
personnel wutilization and other organizational and admnistrative
matters;

Certifies and naintains records of various official assessment
documents, including notices of assessnents, notices of award of
contract, and files assessnent diagrans with the County Recorder in
behal f of the Gty Aerk and for the Board of Public Wrks; and may be
assigned to other duties for training purposes or to mneet

t echnol ogi cal changes or energenci es.

Qualifications :

| npr ovenent
| npr ovenent Assessor
Knowl edges : Assessor Super vi sor
Met hods and practices used in
describing | egal boundaries of
real property, including
tri gononetry; Wr ki ng Good
Use of engi neering assessnent
di agrans, construction and
right-of-way acquisition; plans,
estimates, and maps used in
assessment procedures; Wr ki ng Good
Information available in the
Gty Qerk's Ofice, other
di vi si ons of the Bureau of
Engi neering, Bureau of R ght-
of -Way and Land, and the County
Assessor's and Tax Col | ector's
G fices relating to the assess-
nment process; Wr ki ng Good
Provi sions of State inprovenent
acts and Aty ordi nances as
rel ated to assessnent procedures; Wr ki ng Good
| npr ovenent
| npr ovenent Assessor
Knowl edges (Cont) Assessor Super vi sor



G fice procedures and practices,
i ncludi ng the tabul ati on and
transcription of nunerical data; Wr ki ng
G fice admnistration, including

budget preparation and record

nmai nt enance and certification;

Safety principles and practices;
Laws and regulations related to
equal enpl oynent opportunity and

affirmati ve action;

Gty personnel
and procedur es;

rules, policies

Menor anda of under st andi ng as
they apply to subordinate
per sonnel ;

Abilities:

Read and interpret engineering
maps, plans and assessnent
di agr ans;

Prepare, docurent and justify
the individual spread of assess-
ments for public works inprove-
nents;

Communi cate tactfully with others,
including interpreting basic
assessnent docunents, mnethods and
procedures to property owners and
other Aty agencies;

Prepare witten reports and
recomrendat i ons conci sel y,
| ogi cal ly and convincingly;

Make presentations and argue
per suasi vel y before groups;

Pl an, organi ze, coordinate,
direct and review the work
of subordi nates effectively.

Two years of experience in special assessment work at

Engi neering Drafting Techni ci an,

CGood

CGood

CGood

Wr ki ng

Cener al

Cener al

|east at the level of Qvil

or one year of such experience and conpl etion of



one year of education in engineering or engineering technology at the college
level is required for Inprovenent Assessor.

Two years of experience as an | nprovenent Assessor, or in a class at |east at that
| evel and which provi des experience in assessment work is required for |nprovenent
Assessor Super vi sor .

License: Both Jasses: Awvalid California driver's license is required.

Physi cal Requirements : Strength to performaverage lifting up to 25 pounds and

occasional ly over 50 pounds; good speaki ng and hearing ability; and good eyesi ght.
Persons with handi caps nmay be capabl e of peformng the duties of the position in

this class. Such determnation nust be made by the nedical exam ner on an

i ndi vi dual basi s.

As provided in AGvil Service Coomission Rule 2.5 and Section 4.55 of the
Adm nistrative Code, this specification is descriptive, explanatory and not
restrictive. It is not intended to declare what all of the duties and
responsibilities of this position shall be.



