
CITY OF BEULAH 

City Assessor Technician 
 

 

 

JOB SUMMARY 
  

General:  

This position appraises and assesses real property within the city limits of the City of Beulah utilizing 

the Vanguard appraisal system. Using these assessments this position then establishes taxable values 

for new, remodeled, or enlarged residential, commercial, and industrial buildings. This position 

processes building permits, organizes Planning & Zoning Board meetings, organizes property record 

information and completes Homestead Tax Credit applications. 

 

Supervision:  

Works under general supervision of the Mayor and any applicable City Council Member. 

 

Hours of Work:   

This is a full-time position classified as non-exempt for the purposes of the Fair Labor Standards Act. 

Pay periods are biweekly requiring 40 hours of work each week. May require additional hours on an 

overtime pay basis as required by the needs of the department. 

 

Compensation:   

Wage compensation is on an hourly basis. Overtime is compensated at one and one-half the straight 

time rate of pay. General wage and benefit criteria applicable to this position are as per the current 

City of Beulah Personnel Policy Manual and other policies currently in affect. 

 

Employment:   

Employment with the City of Beulah is “at-will”. This means that either the employee or the City of 

Beulah may terminate the employment relationship at any time with or without cause. The only entity 

authorized to change or modify this relationship is the City Council of the City of Beulah.  

 

 

MAJOR DUTIES 
 

• Perform a wide variety of complex, responsible, clerical, administrative, and statutory duties. 

• Perform independently with minimal supervision; ability to self-start. 

• Maintains current knowledge of building construction methods and architecture, the 

mechanics of real estate sale and finance. 

• Build and maintain positive working relationships with co-workers, other city employees and 

the public using principles of good customer service. 

• Works closely with the Planning and Zoning Board, City Building Inspector, City Staff, City 

Council, City Attorney, and other boards as required.  

 

 

 

 

 



SPECIFIC DUTIES 
 
This position may not include all of the specific duties listed, nor do the examples cover all of the duties which 

may be performed. 

 

• Maintains current knowledge of the principles, methods, and techniques of real property 

assessment and valuation. 

• Maintains current knowledge of the City ordinances, planning and zoning, and general North 

Dakota State laws governing real and personal property assessments and statutory exemptions.  

• Compiles data and prepares information for the annual Board of Equalization Meeting with 

the City Council. 

• Utilizes the ability to analyze factors which may influence the value of property and to 

exercise judgment in determining property values and changes in City structures and physical 

properties. 

• Utilizes the ability to plan and organize the maintenance of property records to facilitate the 

preparation of varied assessment rolls and reports. 

• Maintains updated information on property cards as obtained from building permits and 

property changes as obtained from Mercer County. 

• Maintains updated property information in the Black Mountain Special Assessment Software, 

calculation and set up of new special assessment districts and receipting of special assessment 

payments.  

• Investigates requests for abatements and exemptions of property tax. Recommends abatement 

and exemption application to the City Council and then to the County. 

• Examines deeds, maps, building plans and permits, personal records and market data to obtain 

additional valuation data and to locate all taxable property. Assists with legal information 

verification. 

• Completes physical measurements and evaluation of properties. 

• Prepares comparative cost and sales studies. 

• Assists residents with Homestead Tax Credit applications. 

• Provides information in person, on the telephone and in writing to property owners and others 

regarding the City of Beulah’s assessment policies and procedures, the determination of 

specific valuations, tax abatements, and exemptions. 

• Reviews, calculates fees and issues building permits in accordance with City ordinances and 

City Planning and Zoning Board direction. 

• Provides follow through on outstanding building permits. Maintains a record of inspections, 

fees and other relevant issues. 

• Prepares Occupancy Permits for conformance with applicable codes and regulations. 

• Assists landowners, builders, engineers and developers with the permitting process.  

• Enters building permit information into Vanguard Software. 

• Assists Planning and Zoning Board and serves as secretary of the Board. Prepares minutes, 

agenda, correspondence and meeting attendance. Prepares documents and confirms a quorum 

is present for each meeting. 

• Assists with Zoning ordinance review and preparation. 

• Issues City letters of violation and sets up contract services for mowing of tall grass, trees, 

property maintenance, working without a permit, etc.   

• Assists with dilapidated building projects. 

• Assists with 911 address coordination. 



• Attends City Council meetings and other City meetings as required. 

• Performs other duties as assigned.  

 

 

MINIMUM QUALIFICATIONS 
 

Individual must be proficient in spreadsheet and word processing applications to the extent required 

to support City needs. Must have the capability of being trained on the City’s software programs 

where applicable and as needed. 

 

Use English effectively to communicate in person, over the telephone, and in writing. 

 

Must be able to organize and prioritize a variety of projects and multiple tasks in an effective and 

timely manner; organize own work, set priorities, and meet critical time deadlines. 

 

Individual must be a minimum of eighteen (18) years of age and have a high school diploma or 

equivalent. Administrative, office or clerical experience is required. College education is preferred 

with a minimum of an Associate’s Degree. Prior experience with property valuation and/or 

construction is beneficial. 

 

Must have and maintain a valid North Dakota Class D Driver’s License. 
 

 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
 

➢ Requires extended periods of sitting and frequent periods of standing or walking with the 

ability to meet all physical demands of work. Also, occasional kneeling, crouching, climbing, 

bending and stooping. 

➢ Requires occasional lifting of up to 50 pounds.  

➢ On a daily basis, requires the ability to read, write, and communicate with others.  

➢ On a daily basis, requires use of hands to push, pull, grasp, feel and fine manipulation.  

➢ Must be able to reach above the shoulder. 

➢ Must be able to distinguish objects visually. 

➢ On a daily basis, requires the ability to work as a team player, courteously and respectably 

with co-workers in a close working environment. 

➢ Requires ability to work eight hours per day. 
 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

 

NECESSARY SPECIAL REQUIREMENTS 
             

This position requires that within eighteen (18) months following the date of hire, employee must be 

certified as a Class II Assessor. This position requires that within thirty-six (36) months following the 

date of hire, employee must be certified as a Class I Assessor if required. This is accomplished by 

successfully completing the training prescribed by the State of North Dakota Century Code “Chapter 

81-02.1-02 Certification of Assessment Officials” and completing the training furnished by Vanguard 



Appraisals, Inc. related to use of the Vanguard appraisal system. All costs necessary to achieve these 

certifications will be borne by the City of Beulah. If the North Dakota Century Code or Vanguard 

Appraisals, Inc. requirements change, the above requirement will change accordingly.  

 

Must dress in a manner suitable for interaction with the general public. Must be able to interact with 

the public in a professional manner under adverse conditions and in adversarial situations. 

 

This position must maintain a primary residence within the City of Beulah or its extraterritorial limit 

to maintain employment. Leaving this area will result in immediate termination. This position must 

be fluent in the English language in both spoken and written form. A criminal background check may 

be done on any applicant for this position at the discretion of the City of Beulah. 

 

The job description does not constitute an employment agreement between the City of Beulah and 

employee and is subject to change by the City of Beulah as the needs of the City of Beulah and 

requirements of the job change.  

 
The statements herein are intended to describe the general nature and level of work being performed 

by the person assigned to this position. The statements are not intended to be construed as an exhaustive 

list of all responsibilities, duties, and skills required of personnel as classified. 
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