TOWN OF DRACUT
OFFICE MANAGER/PART-TIME ASSESSOR

JOB DESCRIPTION:  PART-TIME ASSESSOR
· Shall report to and be responsible to the Chief Assessor.
· Duties shall be those as defined by Massachusetts General Laws, Town By-Laws, or Town Charter as well as the rules and regulations of the Assessors’ Department, and /or as assigned by the Chief Assessor.
· Responsible for chairing the Board in the Absence of the Chief Assessor.
· Successful completion of Department of Revenue’s Course 101, Assessment Administration, Law, Procedure and Valuation to satisfy minimum qualification requirements for Assessors within two years of the date of appointment.
JOB DESCRIPTION:  OFFICE MANAGER
· Supervising of all clerical staff.
· Responsible for department payroll and maintaining balance of department budget.
· Typing and filing.
· Computer Assisted Mass. Appraisal System.
· Handling of Motor Vehicle Excise Taxes and recording of deed transactions.
· Compiling abutters’ lists.
· Customer Service at the counter and on the telephone on a steady basis
QUALIFICATIONS:
· Typing, filing and experience with Microsoft office application.
· Ability to serve the public.
· Excellent verbal and written communications skills, basic mathematics and problem-solving abilities.
· Ability to work while being constantly interrupted.
· Ability to maintain confidentiality.
· Previous municipal experience or experience in real estate, appraisal or related field, although not required, would be highly desirable.
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