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JOB NOTICE

SPECIAL ASSESSMENT COORDINATOR
Engineering Department
General Definition of Work
Performs intermediate skilled technical work in assisting with the preparation and maintenance of special assessments and reporting and documentation for Federal and State grant programs for the Engineering Department; does related work as required.  Work is performed under the general supervisor of the Assistant City Engineer.  
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individual with disabilities to perform the essential functions.

Essential Functions    
· Performs calculations to determine portion of project cost assessed to each parcel of property.  

· Performs maintenance of special assessments.  

· Reviews legal descriptions and documents.

· Provides support in coordinating Federal and State funded grant projects; reviews and monitors activities for fiscal provisions and compliance to policies.
· Coordinates with Finance Department to ensure all documentation is complete and appropriate procedures are followed to bond for project costs.

· Verifies information for completeness and accuracy.

· Reviews City special assessment records and procedures.

· Monitors and maintains inventory of infrastructure and special assessment deferments as related to present and future development.

· Tracks deferred special assessments, incorporating deferred assessments into the assessment role as specified by the deferral agreement.

· Creates and maintains City special assessment engineering project files.

· Provides information to citizens, land developers, contractors and City departments regarding special assessment project and other related issues.

· Creates and maintains City special assessment engineering project files.

· Responsible for special assessment notification mailings to affected property owners adhering to established time requirements and guidelines, prepares project and assessment hearing notices and documents.

Knowledge, Skills and Abilities
General knowledge of the theory, principles, methods, and practices of accounting; general knowledge of the laws, ordinance and regulations governing municipal special assessment matters; ability to understand and apply laws and established policies to the maintenance of records; ability to prepare complete and accurate reports from various engineering data; ability to verify engineering documents and forms for accuracy and completeness; ability in performing mathematical computation; knowledge of legal descriptions and documents 
relating to land; knowledge of concepts, principle’s and practices of special assessments; ability to understand and interpret engineering maps and plats, ability to operate standard office equipment including personal computers and knowledge of applicable software packages including database, spreadsheet and GIS software; ability to establish and maintain effective working relationships with associates and the general public.
Education and Experience
Any combination of education and experience equivalent to graduation from a community college, with major course work in accounting, business administration, engineering technology or related field and some experience in the special assessment processes.
Physical Requirements

This work requires the occasional exertion of up to 25 pounds of force; work regularly requires sitting and using hands to finger, handle or feel, frequently requires standing, speaking or hearing and repetitive motions and occasionally requires walking and reaching with hands and arms; work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by means of the spoken work; hearing is required to perceive information at normal spoken word levels; work requires preparing and analyzing written or computer data, operating machines and observing general surroundings and activities; work has no exposure to environmental conditions; work is generally in a moderately noisy location (e.g. business office, light traffic).  

Special Requirements

Valid driver’s license.

WAGE AND APPLICATION INFORMATION

2010 Wage Range:
$32,577.89 - $44,305.93 

Applications may be completed online at www.cityofmoorhead.com.
APPLICANTS MUST COMPLETE CITY OF MOORHEAD APPLICATION FORMS and applica​tions must be received by 4:00 pm on Wednesday, September 8, 2010

The City of Moorhead is an equal opportunity employer

