STATE OF COLORADO

CLASS SERIES DESCRIPTION
September 1, 1993

PROPERTY TAX SPECIALIST

B3E1IX TO B3ESXX

DESCRIPTION OF OCCUPATIONAL WORK

This class series uses five levels in the Financid Service Occupationa Group and describes professond
work in assuring the equitable application of property tax and exemption statutes and regulations. These
positions provide training, education, consultation and technicd assstance to county assessors in the
collection and adminidration of propety taxes.  The work involves deveoping the guiddines,
procedures, appraisd and adminidrative standards gpplied by county assessors, providing training,
education, consultation, and technicad assstance to locd and dae authorities; appraisng the vaue of
public utilities, ralroads, arlines, and specid use properties, and reviewing applications for exemption
from property taxation. The work in this series requires the gpplication of property taxation Statutes,
court decisions, and property appraisal and mess appraisa principles and techniques.

INDEX: Propety Tax Specidist Intern begins on this page, Property Tax Specidist | begins on page 2,
Property Tax Speciaist |1 begins on page 3, Property Tax Specidist 111 begins on page 4, and Property
Tax Specidist 1V begins on page 6.

PROPERTY TAX SPECIALIST INTERN B3ELIX

CONCEPT OF CLASS

This class describes the entry leve. Work is designed to train postions for a higher leve in the class
series.  Although tasks are amilar to those of the fully-operationd level, assgnments are structured and
performed with direction and assstance from others. Postions carry out established work processes and
operations by learning to apply and follow procedures, techniques, rules, and regulations. Once training
has been completed, the pogtion is to be moved to the next level. Postions should not remain in this
dassinddfinitely.
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PROPERTY TAX SPECIALIST | B3E2TX

CONCEPT OF CLASS

This class describes the fird-level property tax specidist. Pogtions in this levd perform limited phases
of the fully-operational assgnment described by the next level. Because of the dtructure of assgnments,
decison making and complexity are limited to carrying out established work processes and operations or
phases of the fully-operationd assgnment by following and applying indructions, procedures, rules, and
regulations. Tasks peformed a this leved may be the same as the fully-operationad leve but are
performed with more direction and assistance from a pogtion in a higher leve Property Tax Specidist
class and are intended to provide the experience and development necessary to function at the next level.

FACTORS
Allocation must be based on meeting all of the four factors as described below.

Decision Making -- The decisons regularly made are at the operationd level, as described here. Within
limits set by the specific process, choices involve deciding what operation is required to cary out the
process. This includes determining how the operation will be completed. By nature, data needed to
make decisons are numerous and variable s0 reasoning is needed to develop the practicd course of
action within the established process. Choices are within a range of specified, acceptable standards,
dterndtives, and technicd practicess For example, postions conduct research in accordance with
established processes and make recommendations regarding property vauation.

Complexity -- The nature of, and need for, andyss and judgment is patterned, as described here.
Pogitions study exemption gpplication or property vauation information to determine what it means and
how it fits together in order to make recommendations on the solution to property tax problems.
Guiddines in the form of propety tax datutes, interpretations, rules, procedures and specific
indructions exist for mogt Stuations. Judgment is needed in locating and sdlecting the most appropriate
of these guiddines which may change for varying circumstances as the task is repeated. For example,
positions sdect and gpply sandard cost, market, income appraisa, and adminigrative techniques that
best fit the vaudion Stuaion & hand. This sdection and interpretation of guidelines involves choosing
from dternatives where dl may be gppropriate but one is better than another depending on the given
circumstances of the Stuation.

Purpose of Contact -- Regular work contacts with others outsde the supervisory chain, regardiess of
the method of communication, are for the purpose of advisng, counsding, or guiding the direction taken
to resolve complaints or problems and influence or correct actions and behaviors. Postions advise and
instruct county assessors on property gppraisa and administrative procedures.

Lineg/Staff Authority -- The direct field of influence the work of a postion has on the organization is as
an individud contributor.  The individud contributor may sarve as a member of a collaborative
problem-solving team.
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CONCEPT OF CLASS

This class decribes the fully-operationd property tax specidist. At this leve, postions provide
technica assstance to county assessors related to property gppraisal and mass gppraisal, mapping and
parce identification, the adminigration of the county assessor office, exemptions, utility vauation, tax
abatements, and the equdization of property. The work involves interpreting property tax legidation
and court decisons and developing and implementing rules and procedures to be gpplied a the county
leve including written procedures manuds, assessng training needs a the county level, developing and
conducting training courses to teach county assessors and their daffs to administer the property tax
program; supervisng or assding in the conduct of mass appraisas or regppraisas of rea, persond,
commercid, and industrid property; apprasing specia purpose properties, researching, andyzing, and
recommending solutions to taxpayer complaints, andyzing and gpproving gpplications for exemption
from property taxation; monitoring county-level data collection and anadyss and conducting procedura
and datidicd review of county activities and, writing reports on issues and findings, making
recommendations for problem resolution, and defending procedura and vaudion decisons through
court testimony.

FACTORS
Allocation must be based on meeting all of the four factors as described below.

Decision Making -- The decisons regularly made are a the process level, as described here.  Within
limits set by professond standards, the agency's available technology and resources, and program
objectives and regulations established by a higher management level, choices involve determining the
process, including desgning the st of operations used by the counties in administering property
taxation programs. The generd pattern, program, or sysem exists but must be individualized to conduct
portions of regppraisds, plan the implementation of newly enacted legidaion a the county levd,
andyze and determine whether tax exemption should be granted or denied, or assess the training needs
of particular counties and determine the content and presentation of training to meet those needs. This
individudization requires andyss of data that is complicated. Andyss is bresking the problem or case
into parts, examining these parts, and reaching conclusons that result in processes. For example,
positions determine the basis upon which an incorrect vaue was determined in the abatement process.
As another example, positions determine the process, schedules and factors used to determine the vaue
of resdentid, commercid, naura resource, agricultura, or public utility properties on a case-by-case
bass. This examinaion requires the gpplication of known and established theory, principles, conceptua
models, professona standards, laws, and precedents in the property taxation field in order to determine
their rdationship to the problem. New processes or objectives require gpprova of higher management
or the agency with authority and accountability for the program or system.

Complexity -- The nature of, and need for, andyss and judgment is formulative, as described here,
Postions evaluate the relevance and importance of property taxation datutes, court decisons, and
assessment and gppraisa theories, concepts, and principles in order to tailor them to develop a different
goproach or tactica plan to fit specific circumstances. While genera policy, precedent, or nonspecific
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practices exist, they are inadequate so they are relevant only through approximation or anadogy. For
example, postions draw analogies to decide what action is taken to resolve property taxation and
exemption problems where laws, rules, regulations, or precedents are unclear. In conjunction with
theories, concepts, and principles, postions use judgment and resourcefulness in taloring the exiting
guidelines s0 they can be applied to particular circumstances and to ded with emergencies.  For
example, pogtions talor division rules, procedures, forms, and publications to reflect legidative changes
and court opinions or regulatory changes.

Purpose of Contact -- Regular work contacts with others outside the supervisory chain, regardiess of
the method of communication, are for the purpose of darifying underlying rationde, intent, and motive
by educating others on unfamiliar concepts.  This goes beyond what has been learned in traning or
repegting information that is avalable in another format. For example, these postions train and educate
county personnd and others on the administration of property taxation programs, procedures, datutes,
and guiddinesin order to assure that programs are operated properly and effectively.

Lineg/Staff Authority -- The direct fidd of nfluence the work of a podtion has on the organization is as
an individua contributor. The individud contributor may explain work processes and train others. The
individual contributor may serve as a resource or guide by advisng others on how to use processes
within a syssem or as a member of a collaborative problem-solving teem. This leve may include work
leader or supervisory accountability for less than two full-time equivaent postions.

PROPERTY TAX SPECIALIST I B3E4XX

CONCEPT OF CLASS

This class describes the daff authority level. In addition to the work described by the Property Tax
Specidig 1l class, a podtion a this leve functions as a daff expert in a gecidized subject area.  Staff
expert podtions ae acknowledged by their peers and agency management as an authority in a
gpecidized area of property taxation such as oil and gas, agriculturd land, vacant land, public utilities,
elc. As daff authorities, these podtions are cdled upon for ther expertise by agency management,
peers, and county personnel to provide technicad guidance and direction on the gpplication of guidelines,
or resolution of complex issues in the assgned specidized area.  Some positions may aso function as a
work leader in addition to the staff authority function. Work leader positions guide and direct the work
of other property tax specidists as a team leader and are respongble for planning and completing
projects and judtifying the decisons made in a formd hearing setting.  This dass differs from the
Property Tax Specidigt 11 class on the Lineg/Staff Authority factor only.

FACTORS
Allocation must be based on meeting all of the four factors as described below.

Decision Making -- The decisons regularly made are a the process leve, as described here. Within
limits set by professond dandards, the agency's avallable technology and resources, and program
objectives and regulations established by a higher management leve, choices involve determining the
process, including desgning the set of operations used by the counties in administering property
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taxation programs. For example, postions decide the sequence of work assgnments, who is assigned
which parts of projects, what models and analyss will be used, and form and content of reports and
recommendations. The generd pattern, program, or sysem exigds but must be individudized. This
individudization requires andyss of data that is complicated. Andyss is bresking the problem or case
into parts, examining these parts, and reaching conclusons that result in processes. For example,
positions determine the plan for conducting regppraisas, evauae and document the fisca or procedurd
impact of proposed legidation, develop new vauaion or assessment rate caculation methods, or plan
and develop the procedures for determining exemption gpplicability. This examinaion requires the
goplication of known and established theory, principles, conceptud modeds, professona standards,
laws, and precedents in the property taxation fied in order to determine their reationship to the
problem. New processes or objectives require goprovd of higher management or the agency with
authority and accountakility for the program or system.

Complexity -- The nature of, and need for, anayss and judgment is formulative, as described here.
Postions evaluate the relevance and importance of property taxation <tatutes, court decisons, and
assessment and gppraisa theories, concepts, and principles in order to tailor them to develop a different
gpproach or tacticd plan to fit specific circumstances. While genera policy, precedent, or nonspecific
prectices exidt, they are inadequate s0 they are rdevant only through approximation or andogy. For
example, podtions draw andogies to decide what action is taken to resolve property taxation and
exemption problems where laws, rules, regulations, or precedents are unclear. In conjunction with
theories, concepts, and principles, postions use judgment and resourcefulness in taloring the existing
guideines s0 they can be applied to particular circumstances and to ded with emergencies. For
example, postions talor divison rules, procedures, forms, and publications to reflect legidative changes
and court opinions or regulatory changes.

Purpose of Contact -- Regular work contacts with others outside the supervisory chain, regardiess of
the method of communication, are for the purpose of darifying underlying rationde, intent, and motive
by educating others on unfamiliar concepts and theories or marketing a product or service. This goes
beyond what has been learned in training or repeating information that is available in another format.
For example, these pogtions train and educate county personnd and others on the adminigration of
property taxation programs, procedures, statutes, and guidelines in order to assure that programs are
operated properly and effectively. Postions hold public hearings to darify changing guiddines and
reolve issues and cdaify the rationde behind decisons made related to property taxation and
exemptionsin formd hearings.

Lineg/Staff Authority -- The direct fidd of influence the work of a postion has on the organization is as
a work leader or gaff authority. The work leader is partidly accountable for the work product of two or
more full-time equivalent postions, including timeliness, correctness, and soundness. At least one of
the subordinate postions must be in the same series or & a comparable conceptud leve. Typicd
eements of direct control over other postions by a work leader include assigning tasks, monitoring
progress and work flow, checking the product, scheduling work, and establishing work standards. The
work leader provides input into supervisory decisons made a higher leves, including dgning leave
requests and approving work hours.  This level may include postions performing supervisory dements
that do not fully meet the criteriafor the next leve in thisfactor.
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OR
The daff authority is a pacesetter who has a rare level of technicd expertise in a field or professon that,
as pat of the assgnment, is criticd to the success of an agency. This authority directly influences
management decisons a least on an agency-wide bass. Managers and peers recognize and seek this

levd of technicd guidance and direction for development of an agency-wide sysem or regarding the
goplication of a satewide system within the agency or to its clients.

PROPERTY TAX SPECIALIST IV B3ESXX

CONCEPT OF CLASS

This class describes the supervisor.  Pogtions in this levd supervise the operation of an organizationd
unit that conssts of a least three full-time equivalent postions in the Property Tax Specidist class series
where the supervisory decisons mede directly affect pay, datus, ad tenure.  The work includes
planning and implementing State Board of Equdization orders on regpprasds, abdtracts, exempt
property determinations and applications, vauaion of public utilities and railroads, classficatiion and
vauation of red and persond property; interpreting legidative changes and edablishing corresponding
policies and procedures, determining daff and project scheduling, section budget requests, unit
priorities, program ectivities, and new services, and assgning and overseeing the work of gdaff. This
class differs from the Propety Tax Specidis IV on Decison Making, Complexity, and Line/Staff
Authority.

FACTORS
Allocation must be based on meeting all of the four factors as described below.

Decision Making -- The decisons regulaly made are a the interpretive level, as described here.
Within limits of the drategic magter plan and dlocated human and fiscd resources, choices involve
determining tactical plans to achieve the objectives established by the higher management (Strategic)
levd. This involves edablishing what processes will be done, developing the budget, and developing
the dtaffing patterns and work units in order to deploy daff. For example, postions establish plans to
cary out program activities and for counties to administer property taxation programs effectivey. This
levd includes inventing and changing sysems and guidedlines that will be applied by others datewide.
For example, postions develop the vauaion dandards for vacant land, develop policies covering
trangtiona housing, or develop approaches for vauing specidized property or equipment. Once these
gysems and guiddines are established, they are trandated by lower-levd daff into the guiddines and
procedures used by the counties in administering property taxation programs. By nature, this is the firgt
level where postions are not bound by processes and operations in their own programs as a framework
for decison making and there are novel or unique gtudtions that cause uncertainties tha must be
addressed a this level. Through ddiberate andyss and experience with these unique gtuations, the
manager or expert determines the systems, guidelines, and programs for the future.

Complexity -- The nature of, and need for, analyss and judgment is drategic, as described here.
Pogtions develop guiddines to implement a program that mantains the agency's misson. Guiddines
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do not exig for most dtuations. In directive Stuaions, podtions use judgment and resourcefulness to
interpret circumstances in a variety of gtuations and establish guidedines tha direct how a departmenta/
agency program will be implemented. For example, postions develop the policies, and guiddines for
the divison's education and training, technical assdance, property vauation, exemption, regpprasd,
and research and development programs.

Purpose of Contact -- Regular work contacts with others outside the supervisory chain, regardiess of
the method of communication, are for the purpose of daifying underlying raionde, intent, and motive
by educating others on unfamiliar concepts and theories or marketing a product or service. This goes
beyond what has been learned in training or repeating information that is available in another format.
For example, these podtions educate county personnd and others on the adminigtration of property
taxation programs, procedures, statutes, and guidelines in order to assure that programs are operated
properly and effectively. Podtions dso cdlaify the rationae behind decisons made related to property
taxation and exemptionsin forma hearings.

Lineg/Staff Authority -- The direct fidd of influence the work of a postion has on the organization is as
a unit supervisor.  The unit supervisor is accountable, including sgnature authority, for actions and
decisons that directly impact the pay, staus, and tenure of three or more full-time equivaent postions.
Pogtions supervised must be in this class series or a dmilar levels in another professond class series.
The dements of forma supervison must include providing documentation to support recommended
corrective and disciplinary actions, dgning peformance plans and goprasds, resolving informd
grievances. Pogtions dart the hiring process, interview applicants, and recommend hire, promotion, or
transfer.

ENTRANCE REQUIREMENTS

Minimum entry requirements and genera competencies for dasses in this series are contained in the
State of Colorado Department of Personnd web site.

For purposes of the Americans with Disgbilities Act, the essentid functions of specific postions are
identified in the pogition description questionnaires and job andyses.

CLASS SERIESHISTORY

Effective 9/1/93 (LLB). Job Evduation System Revison project. Published as proposed 6/1/93.

Revised 9/1/88. Changed title, occupational group, nature of work, digtinguishing factors, KSAs, and
minimum qudifications for Al1747X Senior Tax Appraser Consultant, A1748X Supervisng Tax
Appraiser Consultant, and A1749X Assdant Property Tax Adminigraior. Also, crested new A levd,
titte changed from I-A to B and from I-B to C, and changed occupationa group, KSAs, and minimum
qudifications for A1723X Red Edtate Specidist A, A1725X Red Egate Specidist B, and A1727X Red
Estate Specidist C.
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Revised 4/1/75. Changed title for A1747X Senior Tax Appraiser Consultant and A1742X-A1746X Tax
Appraisr Consultant A-C. Also, changed minimum qudifications for A1748X Superviang Tax
Appraiser Consultant.

Revised 7/1/81. Changed grade and relaionship of Assstant Property Tax Administrator, A1749X.

Created 1/1/75.

SUMMARY OF FACTOR RATINGS

Class Level Decision Making Complexity Purpose of Contact Line/Staff Authority

Property Tax Specialist Intern na na na na

Property Tax Specialist | Operational Patterned Advise Indiv. Contributor

Property Tax Specialist 11 Process Formulative Clarify Indiv. Contributor

Property Tax Specidist |11 Process Formulative Clarify Work Leader or Staff
Authority

Property Tax Specialist IV Interpretive Strategic Clarify Unit Supervisor

ISSUING AUTHORITY: Colorado Department of Personnel/General Support Services



