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Part-time Compliance Officer                                  TA11/186P
Tax Assessor
JOB SUMMARY

This position is responsible for reviewing and auditing business and personal property accounts to ensure fair and equitable taxation in compliance with State law through discovery and data verification.
MAJOR DUTIES

1. Performs audits for cause and audits of randomly selected personal property accounts to ensure compliance with Department of Revenue reporting requirements.

2. Conducts reviews by comparing taxpayers’ personal property returns to financial records provided by the taxpayer and to data gathered during field inspections to identify potential under-reporting, non-filing, or clerical errors.

3. Applies appropriate depreciation schedules as prescribed by the State and utilizes valuation models to determine fair market value of business assets.

4. Conducts on-site inspections of property at business locations to verify age and condition of assets; utilizes additional data sources to identify unreported or under-reported property.

5. Meets with property owners, CPAs, tax representatives, and other parties to discuss audit findings and resolve discrepancies.

6. Prepares for and represents the County in appeals before the Board of Equalization and other appeal hearings.

7. Performs other related duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION

1. Knowledge of applicable law and procedures governing the appraisal and audit process for business personal property.

2. Knowledge of Generally Accepted Accounting Principles (GAAP).

3. Knowledge of the Georgia Department of Revenue Appraisal Procedures Manual and OCGA Title 48 (Revenue and Taxation).

4. Knowledge of WinGap CAMA software and other related computer applications.

5. Ability to analyze financial data and identify discrepancies in taxpayer reporting.

6. Skill in applying depreciation schedules and valuation models to determine fair market value.

7. Skill in the interpretation and application of multiple laws and regulations to specific situations.

8. Skill in oral and written communication, including the ability to present and defend findings in formal hearings.

9. Skill in interpersonal relations, including the ability to effectively interact with taxpayers, legal representatives, and county officials.

SUPERVISORY CONTROLS

The Chief Appraiser assigns work in terms of overall goals and objectives. The supervisor reviews completed work through spot-checks, conferences, and evaluation of final results to assess the nature and propriety of outcomes. The employee performs all major duties with significant independence, exercising substantial professional judgment in the application of guidelines and procedures.
GUIDELINES

Guidelines include the Georgia Department of Revenue Appraisal Procedures Manual, OCGA Title 48 (Revenue and Taxation), county policies and procedures, and applicable State regulations. These guidelines require interpretation and judgment in application. The employee must determine which guidelines apply in specific situations, including cases where multiple laws may govern a single matter.

COMPLEXITY/SCOPE OF WORK

· The work consists of varied audit, compliance review, valuation, and discovery duties. While each review and audit follows established procedural steps, the work varies significantly based on the type and condition of assets, the taxpayer’s reporting practices, and the applicable law. Reviewing large amounts of financial and third-party data to accurately establish fair market value of business assets contributes to the complexity of the position.
· The purpose of this position is to fairly and equitably establish fair market value of business assets for property tax purposes through discovery and data verification. Success in this position ensures fair and equitable taxation of all business personal property, directly impacts the county’s property tax digest and revenue, and ensures that all businesses are valued and taxed equitably under applicable law. Errors in this work create additional corrective work in both the Assessors’ Office and the Tax Commissioner’s Office and may negatively impact county revenues.
CONTACTS

· Contacts are typically with co-workers, other county employees, property owners, CPAs, tax representatives, and representatives from other organizations.
· Contacts are typically to give or exchange information, resolve problems, justify or defend findings, and negotiate matters related to property valuation and audit results.
PHYSICAL DEMANDS/ WORK ENVIRONMENT

· The work is typically performed while sitting at a desk or table or while intermittently sitting, standing, or stooping. The employee occasionally lifts light objects (less than 24 pounds).
· The work is typically performed in an office or computer room. Field work requires on-site visits to business locations.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY

This position has no formally assigned supervisory responsibility.

SPECIAL CERTIFICATIONS AND LICENSES
· Possession of a valid State of Georgia driver's license (Class C) and a satisfactory Motor Vehicle Record (MVR) in compliance with County Safety and Loss Control Guidelines. Completion of the State of Georgia Department of Transportation Defensive Driving Course and/or Emergency Vehicle Operation Certification within twelve (12) months of employment. 
ADA COMPLIANCE
· Fayette County is an Equal Opportunity Employer.  ADA requires the County to provide reasonable accommodations to qualified individuals with disabilities. Prospective and current employees are invited to discuss accommodations. 
HIPAA COMPLIANCE
· The Health Insurance Portability and Accountability Act of 1996, as amended, requires employees to protect the security of Protected Health Information (PHI) however it is obtained, handled, learned, heard or viewed in the course of their work. 
DRUG AND ALCOHOL COMPLIANCE
· In accordance of Fayette County's Substance Abuse Policy of 1996, as amended, all job applicants offered employment will undergo testing for the presence of illegal drugs and alcohol as a condition of employment. In the course of employment, employees are subject to random, reasonable suspicion, post-accident, and routine fitness for duty testing for illegal drugs and alcohol abuse. Employees are prohibited to work under the influence, to possess, to distribute, or to sell illegal drugs in the workplace or abuse alcohol on the job. Confirmed positive is reason for denial of employment and/or termination.
MINIMUM QUALIFICATIONS

· Baccalaureate degree required.

· More than five years of related work experience required.

· Any equivalent combination of education and experience to meet the above stated responsibilities.

· Georgia Department of Revenue Appraiser II certification or higher required.

· Continuing education to maintain certification required.

· Possession of or ability to readily obtain a valid driver’s license issued by the State of Georgia for the type of vehicle operated.










