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Clerk 2 (000011)

Minimum Qualifications
High school diplomaor GED. One year of general clerical experienceis required. Completion of college coursework

or certified business school may substitute for the required experience on a month-for-month basis.

Job Specifications
NATURE OF WORK

Thisis advanced clerical work which involves moderately complex work methods and problems.

Employeesin this class do varied clerical work requiring the application of independent judgment and clerical knowledges. Work differs
from that found in the Clerk 1 class in that these positions require the capacity for considerably more clerical growth, they do more difficult
and demanding work and, within a reasonable orientation period, must work with considerably more independence of action and judgment
than Clerk 1 incumbents. The variety of work differs among positions, but where the work is more repetitive there is an additional
responsibility for finality of action. Work may include the operation of standard office equipment for which no previous training is required.
Until the more difficult phases of ajob are learned an employee works under relatively close supervision, but thereafter detailed instructions
are received only when changes in procedures are made. Supervision may be occasionally be exercised over asmall group of employees
assisting in routine details. Work is reviewed by a supervisor through observation of operations, periodic audits of work performed, and by
advice and assistance on unusual or difficult problems.

ILLUSTRATIVE TASKS
Posts changes in ownership, exemptions, property improvements, and subdivisions to tax assessment records of an assigned area of the
county; assists in preparing tax statements, posts tax payments to tax rolls, assistsin checking tax rolls for delinquent taxes, and in balancing

tax rolls at close of tax year.

Makes final checks of documents for proper coding, classification, and mathematical accuracy; posts invoices, vouchers, and other
accounting, fiscal, and cost data; prices vouchers according to manuals and price books; conducts routine correspondence.

Codes, indexes, and abstracts, or files complex court records; withdraws files for use of judges, attorneys, and the public; prepares certified
copies of court records, and performs related clerical work.

Supervises filing, coding, indexing and withdrawal of records, correspondence, and map filesin a moderate size filing unit; transfersinactive
filesto storage.

Interviews persons seeking information which requires interpretation of departmental policies and regulations; receives and adjusts routing
complaints; uses departmental records in resolving work problems.

Completes repair orders for various shop equipment; reviews and adjusts invoices for correct total prices; maintains shop production records;
answers telephone inquiries on status of shop work; maintains master control work sheets and compiles production reports.

Issues building, electrical, plumbing and other permits; assists public in preparing applications; obtains compl ete information in accordance
with regulations and procedures; issues applications subsequent to final approval and maintains permit files.

Explains to general public procedures on billing for waste collections; furnishes information on new rates; verifies payments with data
processing lists; computes waste collection fees on new accounts; furnishes information to attorneys and real estate companies on the status

of feesfor closing properties.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS
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Knowledge of business English, spelling and arithmetic.

Knowledge of office practices and procedures.

Ability to understand and carry out moderately complex oral and written instructions.

Ability to make minor decisionsin accordance with procedures, laws and regulations and to apply these to work problems.
Ability to make arithmetic computations accurately with reasonable speed.

Ability to meet and deal effectively with the general public, and to use tact and good judgment.

Ability to assign, supervise and review the work of asmall group of clerical employeesin a manner conducive to full performance and high
morale.

REV 10/98

Nature Of Work
Thisisadvanced clerical work which involves moderately complex work methods and problems.
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Minimum Qualifications
High school diplomaor GED. Two years of advanced clerical experience are required.

Job Specifications
NATURE OF WORK

Thisis supervisory clerical work or independent clerical work of comparable responsibility.

Employeesin this class usually plan, assign and review the work of a moderate sized clerical staff engaged in complex clerical activities. In
the absence of supervisory responsibilities they do more advanced clerical work requiring the application of more varied and involved
procedures and the more frequent use of a higher degree of independent judgment in solving work problems than is found in the Clerk 2
class. Situations concerning important departures from standard practices and procedures are referred to a superior for final decision. New
assignments usually consist of statements of desired objectives, and work is usually reviewed only for achievement of desired results.

ILLUSTRATIVE TASKS

Plans, assigns and supervises the work of a moderate sized clerical staff engaged in such activities as making simple interpretations of
planning, building, and zoning laws, rules and regulations; in preparing maps for zoning purposes, compiling and auditing payrolls, and in
recording minutes of court procedures.

Supervises asmall clerica staff engaged in diversefiling, typing and stenographic activities relating to such functions as: park operations,
billing and receiving waste collection fees, or scheduling minor hospital purchasing, maintenance and transportation activities.

Supervises the mail room of alarge county institution; maintains current roster for purposes of mail distribution; sorts mail and packages;
sells stamps and money orders, insures and affixes postage to parcel post; maintains official governmental postal manual containing
regulations and directives pertaining to the use of the mails, and answers difficult inquiries.

Answers calls pertaining to right-of-way dedicated to the county; assists abstractor in title search, checks right-of-way and property deeds as
to description; prepares deeds for acceptance by the Board of County Commissioners, and after recording enters them in the right-of-way
records. Keeps county property books and section tracings up-to-date as to right-of-way and county properties.

Assists superior in planning for and administration of Division activities including budget, personnel, purchasing and work methods and
procedures; supervises a group of clerical, duplicating egquipment operators, driver-messengers, and custodial services, and a central
storeroom of office and stationary supplies for county departments.

Supervises and participates in preparing tax statements, in posting tax payments to rolls, in checking rolls for delinquent taxes, and in
balancing the rolls at close of the year; maintains property card files of parcels of land in the county, with particular emphasis on property
having delinquent taxes due; prepares interest charts for delinquent sale certificates; conducts tax deed sales; prepares and supervises the
preparation of municipal and county delinquent real estate tax bills.

Supervises the complaint section of a department; receives calls and answers questions pertaining to drainage, road construction and repair,
sidewalks, canals, debris removal, rock pits and related engineering matters; maintains cross reference file on all projects under construction
for purposes of public information.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Considerable knowledge of business English, spelling and arithmetic.
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Considerable knowledge of office practices, procedures and appliances.
Some knowledge of the principles of office management and supervision and ability to apply this knowledge to work problems.

Ability to acquire rapidly considerable knowledge of the legal, administrative and procedural regulations applicable to the organization of
assignment.

Ability to keep complex records and prepare periodic reports from such records.

Ability to plan, assign and coordinate the work of a moderate sized clerical staff, and to instruct and train clerical subordinates in a manner
conducive to full performance and high morale.

Ability to develop and maintain effective departmental and public relations.

Ability to develop, layout, and install clerical procedures and operations from general instructions.

REV 10/98

Nature Of Work
Thisis supervisory clerical work or independent clerical work of comparable responsibility.



@ Human Resour ces Department

Deliverine Excellence Every Day
O S Y

Clerk 4 (000013)

Minimum Qualifications
High school diplomaor GED. Three years of advanced clerical experience are required.

Job Specifications
NATURE OF WORK

Thisis supervisory clerical work involving some administrative responsibility in the management of diversified clerical operations of a major
organizational unit.

Employeesin this class perform arange of responsible duties including work planning and progression, the assignment and review of other
supervisory and operating employees in moderately large units engaged in processing and maintaining a volume of fiscal and operating
functions. Work may also involve assisting an administrative superior by relieving him of routine office management functions or
performing specialized operational or clerical activities under general supervision. The incumbent is responsible for the proper performance
of independent work decisions based on experience and knowledge of departmental operations but refers policy, difficult technical or
procedural matters to a superior for resolution. Work is assigned and reviewed through conferences with administrators or technical
superiors who review work for general administrative effectiveness by personal observation, review of written reports and by providing
assistance in matters of policy interpretation.

ILLUSTRATIVE TASKS

Supervises the fiscal and clerical operations of amajor departmental unit as an office manager or assistant to the administrator performing
departmental functions.

Supervises the duplicating of printed materials for all county departments; supervises the county mail and messenger service and maintains a
daily record of mail costs for each department; maintains record control of all office and material supplies for county departments and insures
that all charges are correct and the books are properly balanced.

Coordinates the maintenance of a criminal history record file, master name file and entry and retrieval of computerized crimina history data;
assigns and supervises the record control of all open metro warrants and corresponding cross indexes and dissemination of information to
municipal, state and federal law enforcement agencies; assists in the development of police records systems and coordinates them with data
processing personnel.

Plans, assigns and supervises the work of subordinates engaged in waste administration, volume billing and records keeping, reviews
procedures, processes delinquent accounts requiring investigation and prosecution, performs periodic balance of accounts.

Plans, assigns and supervises the work of subordinates engaged in phases of property tax collection and assessment including complex
property valuations; performs tax receipt audits, computes distribution to tax receipts, conducts tax sales, counsels dissident taxpayers.

Coordinates the preparation of weekly payroll timesheets based on transit route assignments; supervises the recording of route revenues,
mileage readings and related cost items of alarge transit operation.

Supervises the processing of all rea estate exemptions; reviews and approves applications from religious, fraternal, and charitable
organizations claiming total exemption from taxes, makes field inspections of properties and consults with county attorney on protested

applications.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Thorough knowledge of modern office practices, procedures and equipment.
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Considerable knowledge of the principles of office management, business accounting and the legal procedural requirements of the
department assigned.
Considerable knowledge of business English, spelling and accounting.

Ability to plan, assign and supervise the work of a staff of clerical and other subordinates in amanner conducive to full performance and high
morale.

Ability to develop effective office and field work procedures and training programs.

Ability to acquire complex knowledge of the legal, administrative and procedural requirements of the department assigned.
Ability to promote and maintain effective departmental and public relations.

Ability to prepare correspondence, operational and statistical tabulations and reports.

Ability to communicate effectively, orally and in writing.

REV 10/98

Nature Of Work
Thisis supervisory clerica work involving some administrative responsibility in the management of diversified clerical operations of amajor
organizational unit.
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Minimum Qualifications
High school diplomaor GED. One year of typing or data entry experienceis required.

Job Specifications

NATURE OF WORK

Thisisdataentry and clerical work which involves moderately complex work methods and problems and requires data entry skills. Although
the emphasis of the work is on data entry, employees are also responsible for the performance of awide variety of tasks which require the
application of independent judgment and clerical knowledge. The variety of work differs among positions, but where work is more repetitive
thereis an additional responsibility for finality of action. Work may include the operation of other standard office machines for which no
previoustraining isrequired. Supervision isoccasionally exercised over asmall group of employees assisting in routine details. Until the
more difficult phases of ajob are learned an employee works under relatively close supervision, but thereafter detailed instructions are
received only when changes in procedures are made. Work isreviewed by a supervisor through observation of operations, periodic audits of
work performed, and by advice and assistance on unusual or difficult problems.

ILLUSTRATIVE TASKS

Performs data entry including researching, verifying, and correcting information to be entered into a database; creates simple forms and
formats or statistical charts; runs and prints reports, and performs disk backups.

Operates standard office equipment such as personal computer, copy or facsimile machine, and cal culator; screens telephone calls and refers
caller to appropriate party or takes tel ephone message; opens, sorts, and distributes mail; sorts and files correspondence, reports, or other
materials.

Processes documents requiring various procedural knowledge specific to area of assignment; reviews documents for sufficiency, obtains
necessary signatures and routes appropriately, maintaining follow-up; provides information to other divisions and the public, applying
significant knowledge of departmental rules, regulations and procedures to interpretations made; may supervise a small group of employees
engaged in routine clerical duties.

Performs related work as required.

KNOWLEDGES, ABILITIES AND SKILLS

Knowledge of simple data processing and transmission principles utilized in computerized information systems.

Knowledge of routine office practices and procedures.

Ability to read and decipher data on source documents to be entered.

Ability to enter and verify information with accuracy and a reasonable rate of speed.

Ability to understand and follow oral and written instructions.

Ability to work with considerable independence.

Skill in data entry or typing.
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Nature Of Work

Thisisdataentry and clerical work which involves moderately complex work methods and problems and requires data entry skills.
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Minimum Qualifications

High school diplomaor GED. Two years of data entry experience to include using personal computer office
applications are required.

Job Specifications

NATURE OF WORK

Thisisdataentry and clerical work which involves complex work methods and problems and requires advanced data entry skills.
Employeesin this class are responsible for performing work where the emphasis is on data entry. Employees are also responsible for the
performance of awide variety of tasks, which requires the application of independent judgment and clerical knowledge. Work is reviewed
by a supervisor through observation of operations, periodic audits, and evaluation of work performed.

ILLUSTRATIVE TASKS
Performs data entry including researching, verifying, and correcting information to be entered into a database.

May develop simple databases using various computer software packages; ensures datais valid and properly stored; generates reports, tables,
graphs or maps from database information; and conducts database queries.

Regularly creates complex financial spreadsheets, forms, or formats using various computer software packages; prepares diagrams or
drawings using computer graphic software.

Screens telephone calls and refers callers to appropriate party or takes telephone message; opens, sorts, and distributes mail; sorts and files
correspondence, reports, vouchers or other materials.

Processes documents requiring various procedural knowledge specific to area of assignment; reviews documents for sufficiency, obtains
necessary signatures and routes appropriately, maintaining follow-up.

Provides information to other divisions and the public, applying significant knowledge of departmental rules, regulations and procedures.
May supervise asmall group of employees engaged in routine clerical duties.
Performs related work as required.

KNOWLEDGES, ABILITIES, AND SKILLS
Knowledge of simple data processing and transmission principles utilized in computerized information system.

Knowledge of routine office practices and procedures as it pertains to MDCU.
Ability to read and decipher data on source documents to be entered.

Ability to enter and verify information with accuracy and a reasonable rate of speed.
Ability to understand and follow oral and written instructions.

Ability to work with considerable independence.

Skill in data entry or typing.
Nature Of Work
Thisisdataentry and clerical work which involves complex work methods and problems and requires advanced data entry skills.
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Minimum Qualifications

High school diplomaor GED. Three years of advanced clerical experience to include performing data entry are
reguired.

Job Specifications

No Job Specification Available

Nature Of Work
Thisis supervisory clerica work involving some administrative responsibility in the management of a data entry unit.
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Office Support Specialist 1 (000020)

Minimum Qualifications
High school diplomaor GED.

Job Specifications
NATURE OF WORK

Thisisroutine typing and clerical work which follows well established procedures.

Work requires skilled typewriting in addition to clerical work similar to that of the Clerk 1 class. Dutiesfollow well defined procedures and
methods. Work may include the operation of other standard office machines for which no previoustraining is required. Detailed instructions
and close supervision are received at the beginning of work and on new assignments, but regular routine tasks are performed more
independently and some initiative and judgment are utilized as experience is gained. Employees may make arithmetical or other checks upon
work of other employees for accuracy, but do not exercise direct supervision. Work is subject to close supervision and is reviewed by
superior on completion both for content and accuracy.

ILLUSTRATIVE TASKS

Types articles, |etters, memoranda, reports, statements, tabulation and other materials from copy, rough draft or dictating machine; cuts and
proofreads stencils, operates mimeograph and copy machines.

Sorts and files correspondence, reports, vouchers or other materials numerically, alphabetically or by other established classifications.

Meets the public, gives nontechnical information and explains well defined rules; screens and refers office callers; opens, sorts and
distributes mail; takes tel ephone messages.

Completes and mails routine forms or form letters; posts data from forms or form letters on cards or other records based on well established
procedure.

Computes data from requisitions, listings, time reports or other records; assembles datain appropriate form for use in completing required
reports.

Makes simple arithmetic calculations; prepares and codes billings; verifies cashier tapes and issues receipts for payments.
Enters cases in dockets and files case jackets; types court calendars; sorts and filesindex cards, and records bonds.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Some knowledge of business English, spelling and arithmetic.

Some knowledge of office practices and procedures.

Ability to understand and follow oral and written instructions.

Ability to learn assigned clerical tasks readily and to adhere to prescribed routines.

Ability to make arithmetic computations and tabulations accurately and with reasonable speed.

Ability to meet and deal courteously with the general public.
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Skill in typing from rough drafts, clear copy or adictating machine at a reasonable rate of speed.

REV 4/96
Nature Of Work
Thisis routine typing and clerical work which follows well established procedures.

Must take and pass a typing skills test with a score of 30 net WPM. Photo identification is required to take the typing skills test.
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Minimum Qualifications

High school diplomaor GED. One year of clerical experienceis required.
Job Specifications

NATURE OF WORK

Thisis advanced clerical work which involves moderately complex work methods and problems and requires skilled typewriting.

Although employeesin this class perform duties which require skilled typewriting, the principal emphasis is upon the wide variety of clerical
tasks performed which require the application of independent judgment and clerical knowledges. Work of these positions other than
typewriting is similar in nature and level to that found in the Clerk 2 class. The varied of work differs among positions, but where work is
more repetitive there is an additional responsibility for finality of action. Work may include the operation of other standard office machines
for which no previoustraining is required. Supervision isoccasionally exercised over asmall group of employees assisting in routine details.
Until the more difficult phases of ajob are learned an employee works under relatively close supervision, but thereafter detailed instructions
are received only when changesin procedures are made. Work is reviewed by a supervisor through observation of operations, periodic
audits of work performed, review of typewritten material, and by advice and assistance on unusual or difficult problems.

ILLUSTRATIVE TASKS
Maintains the less complex accounting, financial and cost records where no technical knowledge is required but where frequent procedural
problems arise; prepares or checks payrolls, vouchers, requisitions and purchase orders; maintains personnel, financial, court and similar

records.

Gives information to other divisions and the public, applying significant knowledge of departmental rules, regulations and procedures to
interpretations made.

Supervises asmall group of employees engaged in routine clerical and typing duties.

Processes documents requiring various procedural knowledges such as warrants for arrest or insurance claims; reviews documents for
sufficiency, obtains necessary signatures and routes appropriately, maintaining follow-up.

Prepares less complex tax statements; computes simple taxes or obtains data for the computation of more involved taxes; repliesto
correspondence inquiries covering tax procedures.

Composes and types form letters and other routine correspondence based on information from records and files; prepares rough draft reports,
narratives and statistical tabulations.

Types from copy, rough draft or general instructions, accounting and financial statements, inventories, court records, letters, payrolls,
receipts, medical records and case histories, departmental reports, permits or other materials, frequently requiring independent action and

discretion on problems encountered.

Takes and transcribes dictation by dictating machine, including correspondence, reports or other materials; takes dictation from professional
personnel requiring knowledge of special terminology.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of business English, spelling and arithmetic.
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Knowledge of office practices and procedures.
Ability to understand and carry out moderately complex oral and written instructions.
Ability to make minor decisions in accordance with procedures, laws and regulations and to apply these to work problems.
Ability to make arithmetic computations accurately with reasonable speed.
Ability to assign, supervise and review the work of other clerical employeesin a manner conducive to full performance and high morale.
Ability to meet and deal effectively with the general public and to use tact and good judgment.

Skill in typing accurately from rough draft, plain copy or dictation machines at a reasonable rate of speed.

REV 4/96
Nature Of Work
Thisis advanced clerical work which involves moderately complex work methods and problems and requires skilled typewriting.

Must take and pass a typing skills test with a score of 35 net WPM. Photo identification is required to take the typing skills test.
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Minimum Qualifications
High school diplomaor GED. Two years of advanced clerical experience to include one year using personal

computer software are reguired.

Job Specifications
NATURE OF WORK

Thisis supervisory clerica work or independent clerical work of comparable responsibility requiring skilled typing.

Employeesin this class supervise the work of a moderate sized staff engaged in varied clerical duties of a complex nature or perform
independent work of acomparable level of difficulty. Primary responsibilities typically include planning, assigning and reviewing work of a
subordinate staff performing clerical duties requiring knowledge of established procedures and regulations for a specific county operation.
Some employees in this class serve in a secretarial capacity to an executive where skill in stenography is not essential, requiring considerable
knowledge of departmental organization, programs, policies and regulations. Incumbents are frequently required to keep informed on
changes in basic laws and related regulations pertaining to the work and to train subordinates accordingly. General supervision isreceived
from an executive or other supervisor who assists with unusual and difficult problems.

ILLUSTRATIVE TASKS

Serves as secretary to an executive official; receives, screens and routes incoming mail; receives and answers inquiries of office visitors;
composes correspondence from brief oral instruction; compiles data for departmental budget, making arithmetical calculations and typing
appropriate supporting documents; immediately supervises and trains asmall clerical staff assisting with duties of the executive's office.

Plans, assigns and supervises work of aclerical staff engaged in alarge volume of hospital personnel record work, including processing
documents for new employees, assembling information for and typing various personnel actions according to current regulations, maintaining
detailed position control of budgeted positions, processing separations and related work; rotates employees between various assignments,
spot checks completed personnel actions and other work for accuracy; coordinates work with central personnel department.

Plans, assigns and supervises work of a sizeable group of clerk typists engaged in issuing tags and effecting title changes and registrations for
vehicles and boats; supervises asmall related staff who receive and dispose of inquiries and maintain record files; disposes of complaints
from the public; trains seasonal employees in heavy workload periods; prepares required workload reports.

Supervises work of a moderate sized group of subordinate office support specialists responsible for alarge volume of hospital timekeeping
work for awide variety of positions; supervises the review of division time cards, current maintenance of time and leave cards, preparation of
merit increase schedules and personnel reports such as overtime and service award lists; advises subordinates on new and revised time and
leave regulations.

Servesin charge of indexing and recording of official County Commission minutes; reads details of Commission agenda and reports of
action recorded in official minutes and condenses for incorporation into index records; codes all items using judgment in assigning type and
number of appropriate reference codes; supervises asmall clerical staff engaged in typing action items on all appropriate pages of the official
index record; replies to a heavy volume and wide variety of inquiries from county departments, the public, Commissioners and their
secretaries and others relating to various official Commission action in previous years; obtains reference information for Commissioners
during meetings.

Assists the Administrative Officer in atax assessor activity with avariety of general administrative duties; assembles data for annual budget
preparation; initiates requests for supplies, equipment and services; prepares personnel actions and maintains leave records for departmental

employees; bills various municipalities and receives payments for deed transfers; supervises clerical assistants as assigned.

Performs related work as required.
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Office Support Specialist 3 (000022)
KNOWLEDGES, ABILITIESAND SKILLS
Considerable knowledge of the clerical procedures used in office management.

Considerable knowledge of the specific governmental operation to which assigned, including its policies, procedures, organization, work
flow, regulations, and recordkeeping.

Considerable knowledge of secretarial procedures including correspondence preparation, filing systems, office machine operation, business
English and commercial arithmetic.

Ability to plan, assign and coordinate the work of moderate sized clerical staff in a manner conducive to full performance and high morale.
Ability to develop and maintain cooperative and effective relationships with all individuals contacted.

Ability to use good judgment in the application of various procedures and regulations pertinent to the area of assignment.

Ability to search for and compile data from files and other sources applicable to the topic of concern.

Ability to expressideas clearly and to communicate effectively, orally and in writing.

Ability to operate both manual and electric typewriters at an accurate and rapid rate of speed.

REV 02/99

Nature Of Work
Thisis supervisory clerical work or independent clerical work of comparable responsibility requiring skilled typing.

Must take and pass a typing skills test with a score of 40 net WPM. Photo identification is required to take the typing skills test.
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Secr etary (000031)

Minimum Qualifications
High school diploma or GED. One year of advanced clerical experienceis required.

Job Specifications
NATURE OF WORK

Thisis advanced secretarial and related clerical work for responsible County officials, administrators and managers.

Employeesin this class typically perform advanced secretarial duties for a Section Head official who reportsto an exempt Division Director
or other exempt executive at the divisional level or above. Work includes utilizing the full range of modern secretarial skillsto perform
secretarial duties, operation of word processing equipment, micro-computers, typewriters and other office equipment, assigning and
reviewing the work of lower-level clerica employees and preparing a variety of reports, forms, requisitions and correspondence. Duties may
include taking and transcribing dictation which may involve financial, engineering or other technical terminology. Supervision isreceived
from an administrative official who reviews work for the efficient and effective performance of secretarial duties in support of unit
operations.

ILLUSTRATIVE TASKS

Performs advanced secretarial duties for a County official or administrator who is located organizationally directly underneath an exempt
Division Director; makes appointments and maintains calendar; arranges for conferences and meetings; attends meetings and conferences

taking minutes or summary notes.

Opens and distributes mail; maintains control of correspondence flow through section and assures that response deadlines are met; composes
correspondence or selects standardized formats; prepares a variety of reports, correspondence, documents, forms and requisitions.

Receives visitors and screens telephone callers; acts as receptionist and answers requests for information involving department, division or
section activities and established policies and procedures.

Operates word processing, micro-computer or advanced typewriting equipment to prepare and create report, generate correspondence or
other documents, and complete forms, requisitions and other similar standardized records.

Assigns and reviews the work of subordinate clerical employees engaged in typing, filing and other clerical activities; provides advice and
assi stance as questions arise concerning work tasks and section procedures.

Retrieves and assembles material from files; authorizes expenditures from petty cash funds; requisitions office supplies; performs arithmetic
calculations as needed.

Takes and transcribes dictation as required, involving technical or specialized terminology.
Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Considerable knowledge of secretarial procedures, methods and techniques.

Knowledge of modern office procedures, practices and equipment.

Knowledge of business English, spelling and arithmetic.

Some knowledge of supervisory principles and practices.

Some knowledge of County organization and operations.
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Ability to establish and maintain an effective working secretarial relationship with a governmental official.
Ability to operate modern office equipment.

Ability to search for and compile information from files and other sources.

Ability to make minor decisionsin accordance with office procedures and departmental regulations.

Ability to develop and maintain effective departmental and public relations.

REV 10/98
Nature Of Work
Thisis advanced secretarial and related clerical work for responsible County officials, administrators and managers.

Must take and pass a typing skills test with a score of 35 net WPM. Photo identification is required to take the typing skills test.
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Recor ding Secr etary (000032)

Minimum Qualifications

High school diplomaor GED. One year of advanced secretaria experience to include skilled stenography or speed
writing, or taking minutes of Boards proceedings is required.

Job Specifications

No Job Specification Available

Nature Of Work
Thisis advanced secretarial and clerical work assisting in the coordination, preparation and processing of departmental agenda.
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Stenogr aphic Reporter (000035)

Minimum Qualifications
High school diplomaor GED. Two years of advanced clerical experience are required.

Job Specifications
NATURE OF WORK

Thisis difficult stenographic work taking and transcribing verbatim notes of hearings and interrogations and in performing related clerical
work.

A Stenographic Reporter isresponsible for taking and transcribing stenographic notes of verbatim testimony at hearings and interrogations
involving two or more participants. Dictation is often taken at high rates of speed and under difficult conditions requiring the application of
an unusually high degree of stenographic competence. Duties are performed according to specified procedures and completed transcriptions
are examined by a superior for accuracy.

ILLUSTRATIVE TASKS

Takes and transcribes verbatim notes of statements, confessions, interviews, court hearings, and conferences; edits and assembles final
transcripts.

Takes and transcribes dictation of |etters, nolle prosse reports and recommendations and related matters.
Performs other filing, stenographic and typewriting work as assigned.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Considerable knowledge of English usage, punctuation, and spelling.

Knowledge of hearing procedures and methods of recording verbatim testimony under difficult conditions.
Knowledge of legal and other technical terminology pertaining to subject matter encountered at hearings.
Knowledge of office practices and methods and standard clerical techniques.

Ability to take technical dictation in verbatim testimony at a high rate of speed for sustained periods of time, and to typewrite accurate and
complete transcription of stenographic notes.

Skill in the use of stenotype machines or in the rapid use of shorthand and skill in the operation and care of atypewriter.

Good hearing.

Nature Of Work
Thisis difficult stenographic work taking and transcribing verbatim notes of hearings and interrogations and in performing related clerical
work.

Must take and pass a typing skills test with a score of 60 words per minute. Photo identification is required to take the typing skills test.
Must take and pass a steno skills test, administered by the Miami-Dade Police Department, with a score of 180 words per minute.
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Electronic Document Technician (000040)

Minimum Qualifications
High school and one year of data entry, electronic records or computer work is required.
Job Specifications

Nature Of Work
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Word Processing Operator 2 (grandfathered) (000052)

Minimum Qualifications
High school diplomaor GED. One year of complex word processing experience is required.

Job Specifications
NATURE OF WORK

Thisis advanced clerical work in the operation of complex word processing equipment.

Employeesin this class operate complex word processing equipment to revise, rearrange and duplicate the contents of a variety of
documents. Work involves revising the contents of complex and/or lengthy documents by removing or retrieving typed lines, sentences and
paragraphs from one location in a document to another location, merging, duplicating or transferring information from one document to
another, and entering, revising and duplicating information for records processing. Emphasis of the work is on the accurate and rapid
revision and rearrangement of complex or technical documents by operation of an electronic information processor. Duties may be
performed for a specialized departmental activity or in support of a central departmental word processing operation. Work isreviewed by a
clerical or administrative supervisor, who provides advice and assistance on unusual problems, for satisfactory volume and quality of
processed material and for proficiency in operating word processing equipment.

ILLUSTRATIVE TASKS

Receives incoming work and determines priorities of material to be processed; inspects documents for routine errors and arranges material
prior to entry; refers procedural questions to supervisor; consults with originator or supervisor on subject matter questions.

Inspects handwritten or rough draft material to determine format, spacing, layout and margins; inquires index to locate previously recorded
information stored in memory.

Operates complex word processing equipment and printer to perform complex text assignments such as revising the contents of lengthy
documents including leases, deeds, reports, departmental operating manuals, and grant applications; removing or retrieving typed lines,
sentences and paragraphs from one location in a document to another location such asin reports, resolutions and correspondence; merging,
duplicating or transferring information from one document to another in order to create a new document; inserting or deleting words,
phrases, sentences, paragraphs or numerical information with a minimum of retyping and printing out an automatically spaced and paginated
finished copy.

Operates complex word processing equipment and printer to enter, revise and duplicate information for records processing such as personnel
rosters, inventories, mailing lists, periodic status reports and annual budgets; obtains customized reports from previoudly established
procedures; operates word processor to interface with central computer as assigned.

Merges repetitive letters with address files.

Proofreads and corrects final copy of finished work, returns final processed copy to originator or supervisor.

Maintains files containing memorized information in the form of magnetic disks or other electronic storage media; clears files of information
asrequired.

Maintains records of word processing production.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of the operating characteristics, commands and capabilities of complex word processing equipment.
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Word Processing Operator 2 (grandfathered) (000052)

Knowledge of general office procedures, practices and equipment.

Knowledge of business English, spelling and arithmetic.

Knowledge of the function of the specific governmental operation to which assigned.

Knowledge of office policies, procedures, filing systems and forms utilized in the area of assignment.
Ability to operate complex word processing equipment with a high degree of speed and accuracy.

Ability to enter, revise, remove, retrieve, duplicate, transfer and perform various other operations with text and file information on complex
word processing equipment.

Ability to understand and follow oral and written instructions.

Ability to establish priorities for processing a variety of documents in accordance with departmental procedures.

Ability to determine correct format, spacing and layout of a variety of documents, forms, reports and narrative materials.
Ability to proofread finished work for spelling, format and accuracy.

Skill in the operation of complex word processing equipment.

NEW 10-80
Nature Of Work

Thisis advanced clerical work in the operation of complex word processing equipment.
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Word Processing Operator 3 (grandfathered) (000053)

Minimum Qualifications
High school diplomaor GED. Two years of experience in personal computer application operations and advanced

clerical functions are required.

Job Specifications
NATURE OF WORK

Thisisresponsible clerical work in the performance of varied, complex assignments operating complex word processing equipment.

Employeesin this class perform complex text processing and records processing duties utilizing advanced capabilities of word processing
equipment. Emphasis of the work is on revising the contents of complex and/or lengthy documents by removing or retrieving typed lines,
sentences and paragraphs from one location in a document to another location, merging, duplicating or transferring information from one
document to another, and performing complex operations to qualify and re-qualify avariety of information recordsin several different ways
to produce a variety of listings or specialized data. |ncumbents exercise some independent judgment in designing and constructing record
files to produce specialized information. Some incumbents may be responsible for supervising moderately complex departmental word
processing operations under the direction of an administrative superior, including frequent consultations with originators of word processing
assignments, and providing training and assistance to other word processing operators. Work is reviewed by aclerical or administrative
supervisor for satisfactory volume and quality of processed material and for proficiency in operating word processing eguipment.

ILLUSTRATIVE TASKS

Receives incoming work and determines priorities of material to be processed; inspects documents for routine errors and arranges material
prior to entry; refers procedural questions to supervisor; consults with originator on subject-matter questions.

Inspects handwritten or rough draft material to determine format, spacing, layout and margins; inquires index to locate previously recorded
information stored in memory.

From specific or general instructions of originator or supervisor, determines layout of information; designs and constructs record files, charts,
tables and formats; reformats existing files; consults with originator to determine purpose of word processing requests and best method to
accomplish desired results.

Operates complex word processing equipment and printer to perform complex text and record processing assignments such as revising the
contents of lengthy documents including leases, deeds, reports, departmental operating manuals and grant applications; removing or
retrieving typed lines, sentences and paragraphs from one location in a document to another location; merging, duplicating or transferring
information from one document to another in order to create a new document; inserting or deleting words, phrases, sentences, paragraphs or
numerical information with a minimum of retyping and printing out an automatically spaced and paginated finished copy, entering revising,
deleting, and duplicating information for records processing such as personnel rosters, inventories, mailing lists, periodic status reports and
annual budgets.

Performs complex operations to qualify and re-qualify a variety of listings or specialized data such as an inventory listing to produce a report
of partsin stock having a quantity less than 50 and print in sequence by part numbers; also performs operations to sequence information from
information stored in memory to produce various specialized printouts of qualified information.

Merges repetitive |etters with address fil es; operates word processor to interface with central computer as assigned.

Coordinates a departmental word processing operation under direction of an administrative superior; assigns and reviews work of
subordinate word processing operators and trains new operators in word processing techniques and procedures as assigned.

Prepares and updates word processing procedures and procedural manuals.

Proofreads and corrects final copy of finished work; returns final processed copy to originator or supervisor.
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Word Processing Operator 3 (grandfathered) (000053)
Maintains files containing memorized information in the form of magnetic disks or other electronic storage media; clears files of information
asrequired.
Maintains records of word processing production.
Enforces and adheres to established procedures for security of electronically stored information.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS
Considerable knowledge of the operating characteristics, commands and capabilities of complex word processing equipment.

Considerable knowledge of the application of word processing capabilities to departmental requirements for various information processing
tasks.

Knowledge of various formats and procedures utilized in the word processing operation to which assigned.
Knowledge of general office procedures, practices and equipment.

Knowledge of business English, spelling and arithmetic.

Knowledge of the function of the specific governmental operation to which assigned.

Some knowledge of supervisory principles and practices.

Ability to operate complex word processing equipment with a high degree of speed and accuracy.

Ability to design and construct avariety of complex electronically stored files.

Ability to enter, revise, merge, remove, retrieve, duplicate, transfer and perform various other operations with text and file information on
complex word processing equipment.

Ability to qualify and re-qualify avariety of listings or specialized data to produce customized reports.

Ability to supervise asmall group of subordinatesin a manner conducive to full performance and high morale.

Ability to establish and maintain effective working relationships with subordinates, supervisors and departmental officials.
Ability to establish priorities for processing a variety of documents in accordance with departmental procedures.

Ability to proofread finished work for spelling, format and accuracy.

Skill in the operation of complex word processing equipment.

NEW 10-80

Nature Of Work
Thisis responsible clerical work in the performance of varied, complex assignments operating complex word processing equipment.
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Word Processing Operator 3 (grandfathered) (000053)

Minimum Qualifications
High school diplomaor GED. Three years of advanced clerical experience, two of which must include office or

financial management or the coordination of court records and/or proceedings and/or code enforcement activities.
College education may substitute for the required experience on ayear for year basis. Must possess valid FL Driver's

License.
Job Specifications

Nature Of Work
Thisis supervisory clerica work involving some administrative responsibility in the management of diversified clerical operations of amajor

organizational unit.
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Micrographics Technician 1 (000075)

Minimum Qualifications

High school diploma or GED. Six months of experience operating microfilm equipment and processing film are
required.

Job Specifications

MICROGRAPHICS TECHNICIAN 1

NATURE OF WORK

Thisislimited technical work in the operation of rotary and planetary microfilm cameras, microfilm readers, film processors and related
micrographic equipment.

Employeesin this class are responsible for photographing various legal documents for record retention. Work involves the preparation of
materials to be photographed and the adjustment of the equipment to appropriate settings. Supervision and assistance are received from a
technical or administrative superior who periodically checks completed work for legibility of the finished product, adherence to established
procedures and the completion of assigned work load.

ILLUSTRATIVE TASKS

Operates automatic rotary and planetary microfilm cameras with fixed or adjustable photographic fields for the reproduction of documents
and records; loads and unloads camera film; adjusts and makes minor repairs to microfilm equipment; completes appropriate certificatesin
the course of filming for authentication of filmed documents.

Operates and threads an automatic film processing machine; operates a microfilm reader to verify all photographic reproductions with
official records for completeness and legibility of the finished product; supplies record information to departmental personnel by use of a
microfilm reader; maintains daily records of microfilming and processing including statistics of daily work output.

Develops microfilm with film processors; mixes chemicals; adjusts water filters and temperature controls; rinses and drains machines; makes
minor adjustments to processors.

Prepares legal instruments and records to be copied by removing staples, ironing out wrinkles, repairing torn pages and by inspecting
numbering, legal stamps and smudgings.

Makes certified copies of such documents as military discharges, deeds, mortgages, marriage certificates and official court records.

Confers with departmental personnel via telephone on nontechnical microfilming requirements and storage needs.

Performs related work as reguired.

KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of microfilm, film processing and photostatic techniques and procedures.
Knowledge of the operating principles and maintenance needs of microfilm machines, readers, film processors and related photocopy
equipment.

0075
MICROGRAPHICS TECHNICIAN 1 (Cont'd)
KNOWLEDGES, ABILITIESAND SKILLS (Cont'd)

Knowledge of developing solutions and techniques used in microfilm, photo-chemical and photostatic reproduction processes.
Some knowledge of various types of governmental records reproduced in a records management program.

Ability to maintain assigned production standards and work flow.

Ability to understand and follow verbal and written instructions.

Ability to make minor adjustments to microfilm equipment and to recognize malfunctions.

Ability to do routine clerical work including filing and records retrieval.

Skill in the operation of basic microfilm equipment.
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Micrographics Technician 1 (000075)

MINIMUM QUALIFICATIONS

Some experience in the operation of photostatic and microfilm equipment; graduation from a standard high school or vocational school.

REV 10-78

Nature Of Work

Thisislimited technical work in the operation of rotary and planetary microfilm cameras, microfilm readers, film processors and related
micrographic equipment.



@ Human Resour ces Department

Deliverine Excellence Every Day
O S Y

Micrographics Technician 2 (000076)

Minimum Qualifications
High school. One year of experience operating microfilm equipment and processing film is required.

Job Specifications
NATURE OF WORK

Thisistechnical work in the operation of advanced rotary and planetary cameras, microfilm duplicators, readers, film processors and related
micrographic equipment.

Employeesin this class perform micrographic work requiring the use of specialized equipment and techniques in the reproduction of official
records and legal instruments. Duties require the operation of adjustable cameras, duplicators, densitometers, splicers and other microfilm
equipment. This classis distinguished from that of the Micrographic Technician 1 in that employees operate a variety of microfilm
equipment including numerous types of planetary and rotary cameras, make copies of origina film using a microfilm duplicator and splice
microfilm. Supervision may be exercised over equipment operators and supporting clerical staff by assignment of work, periodic review of
work in progress and occasiona verification of finished copiesfor quality. Work is reviewed by an administrative superior for satisfactory
completion of production schedules and compliance with departmental policy.

ILLUSTRATIVE TASKS

Operates avariety of rotary and planetary microfilm cameras; adjusts for photographic areas, reduction ratios and settings; inspects
documents and records to be copied for wrinkles, smudgings, rips and legal stamps; operates readers and reader printers to verify microfilm

copy with official records for completeness and legibility.

Develops microfilm with film processors; mixes chemicals; adjusts water filters and temperature controls; rinses and drains machines; makes
minor adjustments to processors.

Splices microfilm where it is necessary to insert missing frames or delete duplicates; makes copies of original film using a microfilm
duplicator and operates advanced photo duplicating equipment.

Researches questions concerning filmed documents and makes copies using reader/printer equipment.

Insures that finished microfilm reels are properly labeled for retrieval of documents.

Determines density of microfilm with a densitometer to control film quality.

Recommends the servicing, repair and replacement of equipment and changes in reproduction methods and techniques.

Coordinates reproduction schedules with other departments requesting service; informs supervisor on scheduling, indexing, filing and
ordering necessary supplies.

Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS
Considerable knowledge of microfilm, film processing and photostatic techniques and procedures.

Considerable knowledge of the operating principles and maintenance needs of microfilm machines, readers, duplicators, file processors, and
related photo duplicating equipment.

Knowledge of devel oping solutions and techniques used in microfilm photo-chemical and photostatic reproduction processes.

Knowledge of various types of governmental records reproduced in a records management program.
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Micrographics Technician 2 (000076)

Ability to determine the filming characteristics of avariety of records and legal instruments.

Ability to assign and review work of subordinates, as delegated.

Ability to maintain assigned production standards and schedules.

Ability to make minor adjustments to reproduction equipment and to recognize malfunctions immediately.

Skill in the operation of basic microfilm equipment.

REV 10-78
Nature Of Work

Thisistechnical work in the operation of advanced rotary and planetary cameras, microfilm duplicators, readers, film processors and related
micrographic equipment.
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Micrographics Supervisor (000077)

Minimum Qualifications
High school. Three years of experience operating microfilm, photo-chemical, and photostatic equipment are required.

Job Specifications
NATURE OF WORK

Thisis supervisory and skilled work in the operation of micrographic equipment for the purpose of recording and retrieving legal documents
and records in the county courts.

Employeesin this class coordinate micrographic work requiring specialized equipment and techniques in the reproduction of official records
and legal instruments. Duties involve the supervision of a group of technical employees who perform micrographic duties utilizing
microfilm cameras, microfilm readers, microfilm printers, "copy flo's", photostatic machines, densitometers, microfilm devel opers, document
duplicators, electric retrieval devices, and other micrographic equipment. Responsibilities require the exercise of independent judgment on
technical matters pertaining to the preparation and miniaturization of documents and the operation and maintenance of related equipment.
Supervision is exercised over subordinate personnel by assignment of work, designation of equipment to be operated, review of work in
progress, and verification of finished copiesfor quality. Work is reviewed by an administrative superior for timely completion of work
schedules and micrographic service efficiency.

ILLUSTRATIVE TASKS

Supervises and participates in the operation of microfilm cameras, readers, printers, and film processors; establishes and implements
operating procedures for equipment, recording, processor and recall systems.

Determines method of reproduction; schedules work flow.

Plans and devel ops new cooperative programs and specia microfilm projects with departments; coordinates reproduction schedules with
departments requesting service; advises on equipment requirements and related records management matters.

Calculates job costs for various types of reproduction techniques, materials and quantities.
Approves al processes for general compliance with policies, procedures, rules and statutes.

Supervise;s the cleaning, oiling and adjusting of micrographic equipment; recommends the servicing, repair and replacement of equipment;
repairs and maintains microfilm equipment; recommends equipment requirements and related records management procedures.

Trains subordinates in the proper utilization of duplicating equipment.

Maintains responsibility for all technical matters pertaining to the field of micrographics.
Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Thorough knowledge of microfilm recording, reproduction and retrieval techniques.

Thorough knowledge of the operating principles and maintenance needs of microfilm machines, readers, duplicators, film processors and
related photo duplicating equipment.

Considerable knowledge of developing solutions and techniques used in microfilm, photochemical and photostatic reproduction processes.

Considerable knowledge of various types of governmental records reproduced in a records management program.
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Micrographics Supervisor (000077)
Ability to plan, assign and supervise subordinates in a manner conducive to full performance and high morale.
Ability to determine the filming characteristics of avariety of records and legal instruments.
Ability to plan, schedule and organize work to meet fluctuationsin work load.
Ability to maintain records and to prepare reports.
Ability to make minor maintenance repairs on equipment used.

Skill in the operation of micrographic equipment.

REV 10-74
Nature Of Work

Thisis supervisory and skilled work in the operation of micrographic equipment for the purpose of recording and retrieving legal documents
and records in the county courts.
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CADD Technician (000078)

Minimum Qualifications
Completion of 60 semester creditsto include 15 semester creditsin Computer Science, Cartography, Geography or

related field. Additional related experience may substitute for the required education on a year-for-year basis.

Job Specifications
NATURE OF WORK

This is entry level technica computer programming, systemsanalysis, or operating systems programming work.

Employeesin this new classification will be responsible for performing a myraid of functions in various platform environments, to include
writing code, testing, debuging, writing documentation or performing work for new or existing information systems, assisting with the
analysis of recommendations submitted by departments concerning proposed automated systems, assisting with the maintenance and
modification of existing applications, and with writing system proposals, assisting with diagnosing and resolving software and hardware
problems, and defining users and security levels. Incumbents will be working under the close supervision of an information
technology professional.

ILLUSTRATIVE TASKS

Designs program logic and code using approved programming languages; creates program code for reporting requirements; participatesin
the analysis and development of new computer systems; assists in preparing database logical designs; assistsin preparing program and
system test data to validate programs and systems.

Assists with resolving various hardware and software problems; troubleshoots hardware malfunctions and provides appropriate solutions;
designs and creates statistical or graphical applications according to departmental needs; prepares programming status reports; maintains
hardware inventory.

Participates in the preliminary analysis of small scale projects; assistsin determining the need for information, type of information required,
probable cost and preparation of preliminary systems proposals; assistsin identifying and correcting errors in program documentation; assists
with the installation of new hardware and software and customizing configuring components to the needs of the user and department;
conducts problem resolution with users.

Assists in troubleshooting the upgrade and maintenance of local area networks, including hardware/software problems; assists in setting-up
users, directories and security systems configuration documentation; maintains system data security tables; assists in analyzing hardware
systems to ensure peak performance.

Performs related work as required.

MINIMUM QUALIFICATIONS

Completion of 60 semester credits to include 15 semester credits in a computer, cartography, or geography related field is required.
Additional related experience may substitute for the required education on a year-for-year basis.

NEW 10/01

Nature Of Work
Thisisentry level technical computer programming, systems analysis, or operating systems programming work.
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Telephone Console Operator 1 (000084)

Minimum Qualifications
High school diplomaor GED. Three months of experience in telephone console or switchboard operations or

completion of atraining program in switchboard or telephone console operations are required.
Job Specifications
NATURE OF WORK

Thisis routine work in the operation of a private branch exchange tel ephone switchboard.

Employeesin this class do routine and repetitive work in the operation of alarge private branch exchange cord switchboard carrying a heavy
traffic load. Work primarily requires alertness and accuracy in placing, answering and transferring calls. Operators must also remember
names and location of personnel in the department and be generally familiar with departmental routines. Employees work under general
supervision, occasionally of a superior operator, and refer problems to the supervisor.

ILLUSTRATIVE TASKS

Operates on an assigned shift, a private branch exchange switchboard having alarge number of truck lines and numerous extensions.

Answers al incoming local and long distance calls and makes proper connection to person requested; places local and long distance outgoing
cals; placesinteroffice calls.

Answers routine and non-technical questions and refers other questions to proper persons.

May keep records of long distance and collect calls, telegrams received, and messages which cannot be delivered at once.
Occasionally does related receptionist work, directing people to proper offices and giving routine information.

Does simple clerical work such asfiling, posting simple data, and taking inventories.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of the operation of standard PBX switchboard with several trunks and numerous extensions.

Ability to speak clearly and distinctly in awell modulated and pleasant voice, and to use correct grammatical construction and choice of
words.

Ability to remember accurately, within areasonable training period, the names and locations of personnel in the organization served, and to
understand essential departmental operations.

Ability to react quickly and calmly in placing and receiving calls of an emergency nature.
Ability to operate alarge switchboard under conditions of heavy load camly and efficiently.
Ability to keep simple records accurately.

Ability to understand and follow oral and written instructions.

REV 2-71
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Telephone Console Operator 1 (000084)

Nature Of Work
Thisisroutine work in the operation of a private branch exchange tel ephone switchboard.
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Telephone Console Operator 2 (000085)

Minimum Qualifications
High school diplomaor GED. One year of experience in telephone console or switchboard operation is required.

Job Specifications
NATURE OF WORK

Thisisroutine and supervisory work in the operation of a private branch exchange telephone switchboard.

Work requires scheduling the work of personnel assigned to operation of switchboards and for training new employeesin their duties.
Employees participate in all aspects of the work of subordinate operators and perform related clerical work in maintaining records and
delivering messages. |n asmall installation, work is under the supervision of an administrative superior. Inavery largeinstallation, the
Switchboard Operator 2 acts as a shift supervisor under the general supervision of a superior operator who is usually on another shift.

ILLUSTRATIVE TASKS

Instructs new employees in the operation of a telephone switchboard having alarge number of trunks and extensions; assigns, schedules and
checks the work of subordinate operators.

Participates in operation of switchboard; answersincoming interoffice, local, and long distance calls and makes proper connections; places
outgoing calls.

Furnishes general information on departmental functions, refers more technical questions to proper persons for reply.
Listens to complaints and tries to appease callers.

Maintains arecord of outgoing long distance calls, incoming collect calls, and does routine clerical work.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Considerable knowledge of the operation of a standard PBX cord switchboard with several trunks and numerous extensions.
Knowledge of office practices and procedures.

Ability to instruct new operators and to plan, schedule, assign and review their work in a manner conducive to full performance and high
morale.

Ability to speak clearly and distinctly, to use awell modulated and pleasing voice, and to use correct grammatical construction and choice of
words.

Ability to operate alarge switchboard under conditions of heavy load calmly and efficiently.
Ability to react quickly and calmly in placing and receiving calls of an emergency nature.

Ability to remember accurately within a reasonable training period, the names and locations of personnel in the organization served, and to
understand essential departmental operations.

Ability to understand and follow oral and written instructions.

Ability to keep simple records accurately.
Nature Of Work
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Telephone Console Operator 2 (000085)

Thisis routine and supervisory work in the operation of a private branch exchange tel ephone switchboard.
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Secretary to Senior Deputy Clerk (000087)

Minimum Qualifications
High school. Three years of advanced secretarial experience are required. May be required to take and pass a typing

skills test with a score of 40 WPM. Photo identification is required to take the typing skills test.

Job Specifications
NATURE OF WORK

Thisis advanced secretarial and related clerical work for a Senior Deputy Clerk of the circuit and county courts.

Employeesin this class perform a variety of complex secretarial and clerical duties for a Senior Deputy Clerk of the circuit and county
courts. Emphasis of the work is on the performance of advanced secretarial duties requiring considerable knowledge of the Senior Deputy
Clerk's responsibilities and an understanding of the policies, programs, procedures and regulations of the circuit and county courts. Duties
typically include arranging for and attending conferences, independently answering inquiries where there is established policy or precedent
action, taking and transcribing dictation, composing and typing correspondence and performing research to compile data for special reports
and other purposes. Incumbents utilize a variety of office skills and considerable independent judgement in relieving supervisor of
administrative details. Supervision may be exercised over subordinate clerical employees through assignment of tasks and review of
completed work for accomplishment of desired objectives. General supervision is received from a Senior Deputy Clerk who reviews work
for satisfactory performance of secretarial duties and for attainment of desired goals and objectives.

ILLUSTRATIVE TASKS

Performs advanced secretarial duties for a Senior Deputy Clerk ; commits time in making appointments and maintains calendar; maintains
itinerary and makes travel and hotel arrangements as required.

Arranges for and attends various conferences and meetings; informs participants and provides background information; serves as recording
secretary at conferences, board meetings and staff consultations; takes official minutes and prepares reports of proceedings; follows through
on actions required as aresult of conferences.

Takes and transcribes dictation which may vary by subject matter including legal, technical, financial or other specialized terminology; takes
verbatim transcript from telephone calls or in conferences as requested; operates personal computer and other computerized office
equipment.

Opens, screens and distributes mail; marks important parts of instructions, orders and regulations for executive, and organizes mail according
to priorities, maintains control of correspondence flow through office; insures that report deadlines are met and that all information
distributed is complete.

Composes correspondence from verbal instructions of superior, and independently drafts replies to inquiries; reviews correspondence
prepared by others for superior's signature to insure correct grammar, format and compl eteness.

Receives and screens tel ephone calls and visitors; responds to requests for information by answering questions where there are established
policies or regulations, or precedent actions taken by supervisor.

Plans, assigns and reviews the work of subordinate clerical employees engaged in typing reports, correspondence and other documents,
filing, and performing a variety of other clerical duties; provides training in procedures and methods in the organization of assignment.

Researches and compiles data from a variety of sourcesin connection with special reports, budget preparation and other matters; assembles
material for reply to correspondence demanding superior's personal attention.

Keeps various activity and production records; types various activity reports, requisitions, work orders and personnel forms; composes
reports on casel oads, workloads or other subjects as delegated; authorizes expenditures from petty cash; requisitions office supplies;
performs arithmetic calculations for budget requests and other matters.
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Secretary to Senior Deputy Clerk (000087)

Establishes and maintains office filing systems; reorganizes files as required; establishes subject matter files; purges files of unnecessary
items according to established policies and procedures.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performance related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Extensive knowledge of advanced secretarial methods, techniques and procedures.

Thorough knowledge of general office procedures, practices and equipment.

Thorough knowledge of the department to which assigned including its policies, procedures, regulations, organization and work flow.

Thorough knowledge of executive protocol and the proper order of etiquette in conducting secretarial activities with responsible County and
other officials.

Considerable knowledge of business English, spelling and arithmetic.
Considerable knowledge of the structure and function of the circuit and county courts.

Considerable knowledge of the responsibilities of a Senior Deputy Clerk and the relationship with other courts executives, managers and
supervisors.

Knowledge of supervisory principles and practices.

Ability to establish and maintain an effective working secretarial relationship with a Senior Deputy Clerk.

Ability to take and transcribe dictation at a high rate of speed.

Ability to operate typewriters, personal computers and other computerized office equipment with accuracy and speed.

Ability to develop and maintain effective working relationships with subordinates, superiors and a variety of County and other officials.
Ability to expressideas clearly and concisely, verbally and in writing.

Ability to establish and revise office policies and procedures.

Ability to research and develop information from a variety of sources.

Ability to supervise subordinates in a manner conducive to full performance and high morale.

REV 10/00

Nature Of Work
Thisisadvanced secretarial and related clerical work for a Senior Deputy Clerk of the circuit and county courts.
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Executive Secretary to Clerk (000088)

Minimum Qualifications
High school diplomaor GED. Four years of advanced secretarial experience are required.

Job Specifications
NATURE OF WORK

Thisis advanced and highly responsible executive secretarial and related clerical work for the Clerk of the Circuit and County Courts.

Employeesin this class perform a variety of complex secretarial and clerical duties. Emphasis of the work is on the performance of
advanced secretarial duties requiring athorough knowledge of assigned areas of responsibilities and an understanding of established policies,
programs, procedures and regulations. Duties typically include handling highly confidential matters for immediate supervisor, ensuring
compliance with County protocol requirements for various documents and reports, arranging for and attending conferences, independently
answering inquiries where there is established policy or precedent action, taking and transcribing dictation, composing and typing
correspondence and performing research to compile data for special reports and other purposes. Incumbents utilize a variety of office skills
and considerable independent judgment in relieving supervisor of administrative details and in managing the office. Supervision may be
exercised over subordinate clerical employees through assignment of tasks and review of completed work for accomplishment of desired
objectives. General supervision isreceived from the Clerk of the Circuit and County Courts who reviews work for satisfactory performance
of executive secretarial duties and for attainment of desired goals and objectives.

ILLUSTRATIVE TASKS

Performs executive secretarial duties for the Clerk of the Circuit and County Courts; commits time in making appointments and maintains
calendar; maintains itinerary and makes travel and hotel arrangements as required.

Handles highly confidential matters for submission to senior County management; oversees the preparation of major policy documents
affecting departmental operations.

Ensures compliance with County policies and procedures, legal deadlines and other requirements for correspondence, legal advertising,
certifications and other documents.

Prepares or coordinates the preparation of resolutions, contracts, professional service agreements and reports for presentation to the Board of
County Commissioners and its subcommittees.

Follows protocol guidelinesin reviewing various written submissions from operating divisions to ensure compliance with department and
County requirements; monitors the timely response to correspondence from senior County management and other County officials.

Arranges for and attends various conferences and meetings; informs participants and provides background information; serves as recording
secretary at conferences, board meetings and staff consultations; takes official minutes and prepares reports of proceedings; follows through
on actions required.

Takes and transcribes dictation which may vary by subject matter including legal, technical, financial or other specialized terminology; takes
verbatim transcript from telephone calls or in conferences as requested; operates personal computer and other computerized office

equipment.

Opens, screens and distributes mail; marks important parts of instructions, orders and regulations, and organizes mail according to priorities;
maintains control of correspondence flow through office.

Composes correspondence from verbal instructions and independently drafts replies to inquiries.

Receives and screens tel ephone calls and visitors; responds to requests for information by answering questions where there are established
policies or regulations, or precedent actions taken by the Clerk.
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Plans, assigns and reviews the work of subordinate clerical employees engaged in typing reports, correspondence and other documents,
filing, and performing a variety of other clerical duties; provides training in procedures and methods in the organization of assignments.

Researches and compiles data from a variety of sourcesin connection with special reports, budget preparation and other matters; assembles
material for reply to correspondence demanding supervisor's personal attention.

Keeps various activity and production records; types various activity reports, requisitions, work orders and personnel forms; composes
reports on casel oads, workloads or other subjects as delegated; authorizes expenditures from petty cash; requisitions office supplies;

performs arithmetic calculations for budget requests and other matters.

Maintains office filing systems; reorganizes files as required; establishes subject matter files; purges files of unnecessary items according to
established policies and procedures.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS
Extensive knowledge of executive secretarial methods, techniques and procedures.
Extensive knowledge of general office procedures, practices and equipment.

Thorough knowledge of executive protocol and the proper order of etiquette in conducting secretarial activities with responsible County and
other officials.

Thorough knowledge of the department to which assigned including its policies, procedures, regulations, organization and work flow.

Thorough knowledge of the responsibilities of the Clerk of the Circuit and County Courts and the relationships with elected representatives,
senior County management, officials and the public.

Considerable knowledge of business English, spelling and arithmetic.

Considerable knowledge of the structure and function of the circuit and county courts.

Considerable knowledge of public relations principles and techniques.

Knowledge of supervisory principles and practices.

Ability to establish and maintain an effective working secretarial relationship with the Clerk of the Circuit and County Courts.
Ability to take and transcribe dictation at a high rate of speed.

Ability to operate typewriters, personal computers and other computerized office equipment with accuracy and speed.

Ability to develop and maintain effective working relationships with subordinates, elected representatives and their staff, senior County
management, and a variety of other County and private officials.

Ability to expressideas clearly and concisely, verbally and in writing.
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Ability to establish and revise office policies and procedures.
Ability to research and develop information from a variety of sources.

Ability to supervise subordinates in amanner conducive to full performance and high morale.

REV 10/00
Nature Of Work
Thisis advanced and highly responsible executive secretarial and related clerical work for the Clerk of the Circuit and County Courts.

Must take and pass a typing skills test with a score of 40 WPM. Photo identification is required to take the typing skills test.
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Senior Executive Secretary to Clerk (000089)

Minimum Qualifications

High school diplomaor GED. Four years of advanced secretarial experience are required. Must take and pass a
typing skills test with a score of 40 WPM.

Job Specifications

No Job Specification Available

Nature Of Work
Thisis advanced and highly responsible executive secretarial and related clerical work for the Clerk of the Circuit and County Courts.



@ Human Resour ces Department

Deliverine Excellence Every Day
O S Y

Administrative Secretary (000094)

Minimum Qualifications
High school diplomaor GED. Three years or secretarial or related word processing experience are required.

Job Specifications
NATURE OF WORK

Thisis advanced responsible secretarial and related clerical work for adivision head or an exempt executive officia in the County service.

Employeesin this class perform a variety of complex secretarial and clerical duties for division directors or other comparable executive
officials within the County organization. Emphasis of the work is on the performance of advanced secretarial duties requiring considerable
knowledge of the executive's responsibilities and an understanding of the policies, programs, procedures and regulations in effect in the area
of assignment. Dutiestypically include arranging for and attending conferences, independently answering inquiries where thereis
established policy or precedent action, taking and transcribing dictation, composing and typing correspondence and performing research to
compile data for special reports and other purposes. Incumbents utilize a variety of office skills and considerable judgment in relieving the
executive of administrative details. Supervision may be exercised over subordinate clerical employees through assignment of tasks and
review of completed work for accomplishment of desired objectives. General supervision is received from adivision director or an
executive official who reviews work for satisfactory performance of executive secretarial duties and for attainment of desired goals and
objectives.

ILLUSTRATIVE TASKS

Performs secretarial and clerical duties for a division director or other comparable executive official; commits supervisor's time in making
appointments and maintains calendar; maintains supervisor's itinerary and makes travel and hotel arrangements as required.

Arranges for and attends various conferences and meetings; informs participants and provides background information; serves as recording
secretary at conferences, board meetings and staff consultations; takes official minutes and prepares reports of proceedings; follows through
on actions required as aresult of conferences.

Takes and transcribes dictation which may vary by subject matter including legal, technical, financial or other
specialized terminology; takes verbatim transcript from telephone calls or in conferences as requested.

Opens, screens and distributes mail; marks important parts of instructions, orders and regulations for executive, and organizes mail according
to priorities, maintains control of correspondence flow through office; insures that report deadlines are met and that all information
distributed is complete.

Composes correspondence from verbal instructions of superior, and independently drafts replies to inquiries; reviews correspondence
prepared by others for superior's signature to ensure correct grammar, format and completeness.

Receives and screens tel ephone calls and visitors; responds to requests for information by answering questions where there are established
policies or regulations, or precedent actions taken by supervisor.

Plans, assigns and reviews the work of subordinate clerical employees engaged in typing reports, correspondence and other documents,
filing, and performing a variety of other clerical duties; provides training in procedures and methods in the organization of assignment.

Researches and compiles data from a variety of sourcesin connection with special reports, budget preparation and other matters; assembles
material for supervisor's reply to correspondence demanding superior's personal attention.

Keeps various activity and production records; types various activity reports, requisitions, work orders and personnel forms; composes
reports on casel oads, workloads or other subjects as delegated; authorizes expenditures from petty cash; requisitions office supplies;
performs arithmetic calculations for budget requests and other matters.
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Establishes and maintains office filing systems; reorganizes files as required; establishes subject matter files for superior; purges files of
unnecessary items according to established policies and procedures.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Thorough knowledge of executive secretarial methods, techniques and procedures.

Thorough knowledge of general office procedures, practices and equipment.

Considerable knowledge of the operation to which assigned including its policies, procedures, regulations, organization and workflow.

Considerable knowledge of executive protocol and the proper order of etiquette in conducting secretarial activities with responsible county
and other officials.

Considerable knowledge of business English, spelling and arithmetic.

Considerable knowledge of the structure and function of various county departments.

Knowledge of supervisory principles and practices.

Ability to establish and maintain an effective working secretarial relationships with an executive official.

Ability to take and transcribe dictation at a high rate of speed.

Ability to operate typewriters, personal computers and other office machines with accuracy and speed.

Ability to develop and maintain effective working relationships with subordinates, superiors and avariety of county and other officials.
Ability to expressideas clearly and concisely, verbally and in writing.

Ability to establish and revise office policies and procedures.

Ability to research and develop information from a variety of sources.

Ability to supervise subordinates in amanner conducive to full performance and high morale.

NEW 10/98

Nature Of Work

Thisis advanced responsible secretarial and related clerical work for adivision head or an exempt executive officia in the County service.
Must take and pass a typing skills test with a score of 40 net WPM. Photo identification is required to take the typing skills test.
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Minimum Qualifications
High school diplomaor GED. Three years of advanced secretarial experience are required.

Job Specifications
NATURE OF WORK

Thisis executive secretarial and related clerical work for an Assistant Director or a Deputy Director of a County Department or comparable
executive official.

Employeesin this class perform a variety of complex secretarial and clerical duties for an Assistant Department Director, Deputy Department
Director or comparable executive official. Emphasis of the work is on the performance of advanced secretarial duties requiring considerable
knowledge of the executive's responsibilities and an understanding of the policies, programs, procedures and regulations in effect in the
department. Duties typically include arranging for and attending conferences, independently answering inquiries where there is established
policy or precedent action, taking and transcribing dictation, composing and typing correspondence and performing research to compile data
for special reports and other purposes. Incumbents utilize avariety of office skills and considerable independent judgement in relieving
supervisor of administrative details. Supervision may be exercised over subordinate clerical employees through assignment of tasks and
review of completed work for accomplishment of desired objectives. General supervision is received from an Assistant Department

Director, Deputy Department Director or comparable executive official who reviews work for satisfactory performance of executive
secretarial duties and for attainment of desired goals and objectives.

ILLUSTRATIVE TASKS

Performs executive secretarial duties for an Assistant Department Director, Deputy Department Director or comparable executive official;
commits time in making appointments and maintains calendar; maintainsitinerary and makes travel and hotel arrangements as reguired.

Arranges for and attends various conferences and meetings; informs participants and provides background information; serves as recording
secretary at conferences, board meetings and staff consultations; takes official minutes and prepares reports of proceedings; follows through
on actions required as aresult of conferences.

Takes and transcribes dictation which may vary by subject matter including legal, technical, financial or other specialized terminology; takes
verbatim transcript from telephone calls or in conferences as requested; operates personal computer and other computerized office
equipment.

Opens, screens and distributes mail; marks important parts of instructions, orders and regulations for executive, and organizes mail according
to priorities, maintains control of correspondence flow through office; insures that report deadlines are met and that all information
distributed is complete.

Composes correspondence from verbal instructions of superior, and independently drafts replies to inquiries; reviews correspondence
prepared by others for superior's signature to insure correct grammar, format and compl eteness.

Receives and screens tel ephone calls and visitors; responds to requests for information by answering questions where there are established
policies or regulations, or precedent actions taken by supervisor.

Plans, assigns and reviews the work of subordinate clerical employees engaged in typing reports, correspondence and other documents,
filing, and performing a variety of other clerical duties; provides training in procedures and methods in the organization of assignment.

Researches and compiles data from a variety of sourcesin connection with special reports, budget preparation and other matters; assembles
material for reply to correspondence demanding superior's personal attention.

Keeps various activity and production records; types various activity reports, requisitions, work orders and personnel forms; composes
reports on casel oads, workloads or other subjects as delegated; authorizes expenditures from petty cash; requisitions office supplies;
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performs arithmetic calculations for budget requests and other matters.

Establishes and maintains office filing systems; reorganizes files as required; establishes subject matter files; purges files of unnecessary
items according to established policies and procedures.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Extensive knowledge of executive secretarial methods, techniques and procedures.

Thorough knowledge of general office procedures, practices and equipment.

Thorough knowledge of the department to which assigned including its policies, procedures, regulations, organization and work flow.

Thorough knowledge of executive protocol and the proper order of etiquette in conducting secretarial activities with responsible County and
other officials.

Considerable knowledge of business English, spelling and arithmetic.
Considerable knowledge of the structure and function of various County departments.

Considerable knowledge of the responsibilities of an Assistant Department Director, Deputy Department Director or comparable executive
official and the relationship with other department executives, managers and supervisors.

Knowledge of supervisory principles and practices.

Ability to establish and maintain an effective working secretaria relationship with an Assistant Department Director, Deputy Department
Director or comparable executive official.

Ability to take and transcribe dictation at a high rate of speed.

Ability to operate typewriters, personal computers and other computerized office equipment with accuracy and speed.

Ability to develop and maintain effective working relationships with subordinates, superiors and a variety of County and other officials.
Ability to expressideas clearly and concisely, verbally and in writing.

Ability to establish and revise office policies and procedures.

Ability to research and develop information from a variety of sources.

Ability to supervise subordinates in amanner conducive to full performance and high morale.

NEW 10/98
Nature Of Work
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Thisis executive secretarial and related clerical work for an Assistant Director or a Deputy Director of a County Department or comparable
executive official.

Must take and pass a typing skills test with a score of 40 net WPM. Photo identification is required to take the typing skills test.
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Senior Executive Secr etary (000096)

Minimum Qualifications
High school diplomaor GED. Four years of advanced secretarial experience are required.

Job Specifications
NATURE OF WORK

Thisis advanced and highly responsible executive secretarial and related clerical work for a Department Director or comparable executive
official.

Employeesin this class perform a variety of complex secretarial and clerical duties. Emphasis of the work is on the performance of
advanced secretaria duties requiring a thorough knowledge of assigned areas of responsibilities and an understanding of established policies,
programs, procedures and regulations. Duties typically include handling highly confidential matters for immediate supervisor, ensuring
departmental compliance with County protocol requirements for various documents and reports, arranging for and attending conferences,
independently answering inquiries where there is established policy or precedent action, taking and transcribing dictation, composing and
typing correspondence and performing research to compile data for special reports and other purposes. Incumbents utilize avariety of office
skills and considerable independent judgment in relieving supervisor of administrative details and in managing the office. Supervision may
be exercised over subordinate clerical employees through assignment of tasks and review of completed work for accomplishment of desired
objectives. General supervision isreceived from a Department Director or comparable executive official who reviews work for satisfactory
performance of executive secretarial duties and for attainment of desired goals and objectives.

ILLUSTRATIVE TASKS

Performs executive secretarial duties for the Department Director or comparable executive official; commits time in making appointments
and maintains calendar; maintainsitinerary and makes travel and hotel arrangements as required.

Handles highly confidential matters for submission to senior County management; oversees the preparation of major policy documents
affecting departmental operations.

Monitors the Agenda of the Board of County Commissioners for department-related items and informs Director and appropriate senior
departmental executives.

Ensures compliance with County policies and procedures, legal deadlines and other requirements for correspondence, legal advertising,
certifications and other documents.

Prepares or coordinates the preparation of resolutions, contracts, professional service agreements and reports for presentation to the Board of
County Commissioners and its subcommittees.

Follows protocol guidelinesin reviewing various written submissions from operating divisions to ensure compliance with department and
County requirements; monitors the timely response to correspondence from senior County management and other County officials.

Arranges for and attends various conferences and meetings; informs participants and provides background information; serves as recording
secretary at conferences, board meetings and staff consultations; takes official minutes and prepares reports of proceedings,; follows through
on actions required.

Takes and transcribes dictation which may vary by subject matter including legal, technical, financial or other specialized terminology; takes
verbatim transcript from telephone calls or in conferences as requested; operates personal computer and other computerized office

equipment.

Manages the Department Director's office; opens, screens and distributes mail; marks important parts of instructions, orders and regulations,
and organizes mail according to priorities; maintains control of correspondence flow through office.

Composes correspondence from verbal instructions and independently drafts replies to inquiries.
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Receives and screens telephone calls and visitors; responds to requests for information by answering questions where there are established
policies or regulations, or precedent actions taken by Director.

Plans, assigns and reviews the work of subordinate clerical employees engaged in typing reports, correspondence and other documents,
filing, and performing a variety of other clerical duties; provides training in procedures and methods in the organization of assignments.

Researches and compiles data from a variety of sourcesin connection with specia reports, budget preparation and other matters; assembles
material for reply to correspondence demanding Director's personal attention.

Keeps various activity and production records; types various activity reports, requisitions, work orders and personnel forms; composes
reports on casel oads, workloads or other subjects as delegated; authorizes expenditures from petty cash; requisitions office supplies;

performs arithmetic calculations for budget requests and other matters.

Maintains office filing systems; reorganizes files as required; establishes subject matter files; purges files of unnecessary items according to
established policies and procedures.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS
Extensive knowledge of executive secretarial methods, techniques and procedures.
Extensive knowledge of general office procedures, practices and equipment.

Thorough knowledge of executive protocol and the proper order of etiquette in conducting secretarial activities with responsible County and
other officials.

Thorough knowledge of the department to which assigned including its policies, procedures, regulations, organization and work flow.

Thorough knowledge of the responsibilities of a Department Director and the rel ationships with el ected representatives, senior County
management, other Department Directors and officials and the public.

Considerable knowledge of business English, spelling and arithmetic.

Considerable knowledge of the structure and function of various County departments.
Considerable knowledge of public relations principles and techniques.

Knowledge of supervisory principles and practices.

Ability to establish and maintain an effective working secretarial relationship with a Department Director, Senior Assistant to the County
Manager or comparable executive official..

Ability to take and transcribe dictation at a high rate of speed.

Ability to operate typewriters, personal computers and other computerized office equipment with accuracy and speed.
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Ability to develop and maintain effective working relationships with subordinates, elected representatives and their staff, senior County
management, and a variety of other County and private officials.

Ability to expressideas clearly and concisely, verbally and in writing.
Ability to establish and revise office policies and procedures.
Ability to research and develop information from a variety of sources.

Ability to supervise subordinates in amanner conducive to full performance and high morale.

REV 10/00

Nature Of Work
Thisis advanced and highly responsible executive secretarial and related clerical work for a Department Director or comparable executive
official.

Must take and pass a typing skills test with a score of 40 net WPM. Photo identification is required to take the typing skills test.
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Minimum Qualifications
High school diplomaor GED. Four years of advanced secretarial experience are required. Must take and pass a

typing skills test with a score of 40 WPM.

Job Specifications
NATURE OF WORK

Thisis advanced and highly responsible executive secretarial and related clerical work for Assistant County Manager, Senior Special
Assistant to the County Manager or comparable executive official.

Employeesin this class perform a variety of complex secretarial and clerical duties. Emphasis of the work is on the performance of
advanced secretaria duties requiring a thorough knowledge of assigned areas of responsibilities and an understanding of established policies,
programs, procedures and regulations. Duties typically include handling highly confidential matters for immediate supervisor, ensuring
departmental compliance with County protocol requirements for various documents and reports, arranging for and attending conferences,
independently answering inquiries where there is established policy or precedent action, taking and transcribing dictation, composing and
typing correspondence and performing research to compile data for special reports and other purposes. Incumbents utilize avariety of office
skills and considerabl e independent judgment in relieving supervisor of administrative details and in managing the office. Supervision may
be exercised over subordinate clerical employees through assignment of tasks and review of completed work for accomplishment of desired
objectives. General supervision isreceived from an executive official who reviews work for satisfactory performance of executive
secretarial duties and for attainment of desired goals and objectives.

ILLUSTRATIVE TASKS

Performs executive secretarial duties for the Assistant County Manager, Senior Special Assistant to the County Manager or comparable
executive official; commits time in making appointments and maintains calendar; maintains itinerary and makes travel and hotel
arrangements as required.

Monitors the Agenda of the Board of County Commissioners for department-rel ated items and informs Director and appropriate senior
departmental executives.

Ensures compliance with County policies and procedures, legal deadlines and other requirements for correspondence, legal
advertising, certifications and other documents.

Prepares or coordinates the preparation of resolutions, contracts, professional service agreements and reports for presentation to the Board
of County Commissioners and its subcommittees.

Follows protocol guidelinesin reviewing various written submissions from operating divisions to ensure compliance with department and
County requirements; monitors the timely response to correspondence from senior County management and other County officials.

Arranges for and attends various conferences and meetings; informs participants and provides background information; serves as recording
secretary at conferences, board meetings and staff consultations; takes official minutes and prepares reports of proceedings; follows through
on actions reguired.

Takes and transcribes dictation which may vary by subject matter including legal, technical, financial or other specialized terminology; takes
verbatim transcript from telephone calls or in conferences as requested; operates personal computer and other computerized office
equipment.

Manages the executive office; opens, screens and distributes mail; marks important parts of instructions, orders and regulations, and
organizes mail according to priorities, maintains control of correspondence flow through office.

Composes correspondence from verbal instructions and independently drafts repliesto inquiries.

Receives and screens telephone calls and visitors; responds to requests for information by answering questions where there are established
policies or regulations, or precedent actions.

Plans, assigns and reviews the work of subordinate clerical employees engaged in typing reports, correspondence and other documents,
filing, and performing a variety of other clerical duties; provides training in procedures and methods in the organization of assignments.

Researches and compiles data from a variety of sourcesin connection with special reports, budget preparation and other matters; assembles
meaterial for reply to correspondence.

Keeps various activity and production records; types various activity reports, requisitions, work orders and personnel forms; composes
reports on casel oads, workloads or other subjects as delegated; authorizes expenditures from petty cash; requisitions office supplies;
performs arithmetic calculations for budget requests and other matters.

Maintains office filing systems; reorganizes files as required; establishes subject matter files; purges files of unnecessary items according to
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Senior Executive Secretary, Mayor's Office (000098)

established policies and procedures.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, ABILITIES, AND SKILLS

Extensive knowledge of executive secretarial methods, techniques and procedures.

Extensive knowledge of general office procedures, practices and equipment.

Thorough knowledge of executive protocol and the proper order of etiquette in conducting secretarial activities with responsible County and
other officials.

Thorough knowledge of the department to which assigned including its policies, procedures, regulations, organization and work flow.

Thorough knowledge of the responsibilities of a executive supervisor and the relationships with elected representatives, senior County

management, Department Directors and officials and the public.

Considerable knowledge of business English, spelling and arithmetic.

Considerable knowledge of the structure and function of various County departments.

Considerable knowledge of public relations principles and techniques.

Knowledge of supervisory principles and practices.

Ability to take and transcribe dictation at a high rate of speed.

Ability to operate typewriters, personal computers and other computerized office equipment with accuracy and speed.

Ability to develop and maintain effective working relationships with subordinates, elected representatives and their staff, senior County
management, and a variety of other County and private officials.

Ability to expressideas clearly and concisely, verbally and in writing.

Ability to establish and revise office policies and procedures.

Ability to research and develop information from a variety of sources.

Ability to supervise subordinatesin a manner conducive to full performance and high morale.

NEW 08/04

Nature Of Work
Thisisadvanced and highly responsible executive secretarial and related clerical work for Assistant County Manager, Senior Special
Assistant to the County Manager or comparable executive official.
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Minimum Qualifications
High school diplomaor GED. Six months of clerical experience in atax assessment, property appraisal, or real estate

sales abstracting titles are required. Completion of 30 semester credits may substitute for the required experience.

Job Specifications
NATURE OF WORK

Thisis specialized clerical work in preparation of countywide property tax rolls.

Employeesin this class are responsible for the initiation and maintenance of various property records in alarge property appraisal
department. Emphasis of the work is on performance of varied independent clerical tasksinvolved in ng just value on real and
personal property. Work involves the use of predetermined evaluation schedules, established depreciation computations, legal ownership
records, and established tax exemption criteria. Employees must exercise judgment and initiative in accurately carrying out assigned tasks.
Duties may also include the use of standard office equipment for which some prior experience isrequired. Supervision isreceived from a
technical superior who reviews work for completeness and accuracy.

ILLUSTRATIVE TASKS

Receives and processes building construction cards, computer printouts, permit cards, legal records of property and verification of legal
descriptions by maps or plats; maintains aroster of buildings under construction, modifications, additions, dates of inspections and stage of
completion; records information from field data and other sources and computes val ue computations according to established procedures, as
required.

Processes and maintains land sales data, assessment rates, zoning changes and municipal resolutions, property ownership, metes and bounds
folio numbers, new plats, tax exempt properties and related data; prepares mass land change forms; checks and verifies mass land change
updates and posts changes to the land master appraisal history print.

Reviews personal property returns with special emphasis asto correctness of location and mailing address; verifies information against
evaluator's field checks; assigns established property assessment and posts to taxpayer's account file; maintains current records on
commercial and taxable residential accounts.

Assists taxpayers by answering questions concerning assessments, exemptions, tax billings and related matters; compiles necessary records
for review with taxpayer and requests field check, if necessary; compiles and verifies specific information required by the Property Appraiser
Adjustment Board.

Assists the public with filing of homestead and related exemption applications; explains established legal provisions and determinesif these
requirements are satisfied referring questionable cases to supervisors; files exemption applications for those who qualify but are confined to
home, hospital or nursing facility.

Codes changes to building and land files which are submitted for data processing; performs continuous maintenance of master assessment
files; performs control functions to insure changes to various master assessment files are correct; processes transfer of property ownership,
correspondence and new homestead applications.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of the general principles and practices used in determining land and building values for assessment purposes.

Knowledge of statutes and ordinances governing property assessment, exemptions and various established legal instruments used to convey
property title.
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Knowledge of the principles and practices used in making personal property evaluations.
Knowledge of legal descriptions, metes and bounds and related means of locating property in an atlas.
Knowledge of various established departmental procedures for the processing of property appraisal recordsin the area of assignment.

Some knowledge of building types and construction methods used in residential and commercial structures as they relate to appraisal
information.

Some knowledge of standard office equipment and practices.

Ability to graphically portray information onto strip maps, subdivision plats or aerial photographs.
Ability to follow established departmental procedures with accuracy and appropriate attention to detail.
Ability to maintain roster, logs, record cards and other records completely and accurately.

Ability to make arithmetic computations with speed and accuracy.

Ability to meet and deal tactfully with property owners, businessmen and the general public.

Ability to express ideas clearly and concisely, orally and in writing.

REV 10-79

Nature Of Work
Thisis specialized clerical work in preparation of countywide property tax rolls.
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Minimum Qualifications

High school diplomaor GED. One year of clerical experiencein atax assessment, property appraisal, rea estate
sales, or abstracting titlesis required. Completion of 30 semester creditsin Real Estate and/or Appraisal related
coursework may substitute for the required experience.

Job Specifications

NATURE OF WORK

Thisis advanced clerical work with public contact and supervisory responsibilities related to the preparation of countywide property tax
rolls.

Employeesin this class are responsible for the initiation, maintenance and audit process of various property records in the Property Appraisal
Department. Emphasis of the work is on assigning and reviewing the work of the Property Appraiser Clerk 1 classification. Work involves
the use of predetermined evaluation schedules, established depreciation computations, legal ownership records and established tax criteria.
Supervision is received from a clerical superior who advises incumbents of procedural changes, assists with unusual or complex work
problems and periodically checks completed work for accuracy and adherence to established procedures.

ILLUSTRATIVE TASKS

Plans, assigns, reviews and supervises the work of asmall clerical staff engaged in receiving and processing building construction cards,
permit cards, legal records of property and verification of legal descriptions.

Trains and assists Property AppraiserClerk 1sin the performance of their duties.
Maintains productivity and workload logs.

Performs audit checks on changes in ownership, address, exemptions, property improvements and subdivisions to real and personal property
assessment records for an assigned area of the county.

Confers with attorneys and surveyors on transfer of title instruments where discrepanciesin legal descriptions and breaksin the chain of title
occur.

Assists various county departments, agencies, attorneys, developers and the general public; compiles necessary records for review with
public and county agencies.

Performs related work as required.

KNOWLEDGES, SKILLSAND ABILITIES

Knowledge of the general principles and practices used in determining land and building values for assessment purposes.
Knowledge of principles and practices used in making personal property evaluations.

Knowledge of statutes and ordinances governing property assessment, exemptions and various established legal instruments used to convey
property title.

Knowledge of office practices and procedures.
Knowledge of building types and construction methods used in residential and commercial structures as they relate to appraisal information.

Knowledge of the procedures governing back-assessments, Value Adjustment Board hearings and cost schedule applications for assessed
equipment.
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Property Appraiser Clerk 2 (000103)

Knowledge of the operating characteristics of an on-line computer terminal, personal computer and other standard office equipment.
Ability to recognize, research and correct discrepancies in a property's chain of title as conveyed in established legal instruments.
Ability to determine property location on strip maps, subdivision maps, subdivision plats or aerial photographs.

Ability to follow established departmental procedures with accuracy and appropriate attention to detail.

Ability to understand and carry out moderately complex oral and written instructions.

Ability to make minor decisions in accordance with procedures, laws and regulations and apply these to work problems.

Ability to maintain rosters, logs, record cards and other records completely and accurately.

Ability to make arithmetic computations with speed and accuracy.

Ability to meet and deal tactfully with property owners.

Ability to establish and maintain effective working relationships with subordinates, superiors and a variety of other public and private
officias.

Ability to supervise subordinates in amanner conducive to full performance and high morale.
Ability to expressideas clearly and concisely, orally and in writing.

Ability to work with minimum supervision.

Ability to operate standard office equipment, including personal computers and mainframe terminals.

NEW 03/30/2007
Nature Of Work

Thisis advanced clerical work with public contact and supervisory responsibilities related to the preparation of countywide property tax
rolls.
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Realty Change Clerk (000104)

Minimum Qualifications

High school diplomaor GED. One year of clerical experience in tax assessment, property appraisal, real estate sales,
or abstracting titles to include experience with complex legal descriptionsis required. Completion of 30 semester
creditsin Real Estate and/or Appraisal related coursework may substitute for the required experience.

Job Specifications

NATURE OF WORK

Thisis advanced clerical, technical and public contact work processing and maintaining the property assessment roll for the Property
Appraisal Department.

Employeesin this class perform a variety of detailed clerical and computer graphic work involving the use of maps, surveys, aerial
photographs and subdivision plats. Emphasis of the work is on reading and interpreting complex legal descriptions and accessing and
accurately updating the GIS layersto reflect changesin real property legal descriptions, property assessments, waiver of plats, new
subdivision plats, municipa zoning and resolution of GIS overlay. Supervision is received from an administrative superior who reviews work
for technical accuracy and conformance to established procedures and regul ations.

ILLUSTRATIVE TASKS
Prepare and process realty changes and collectors cutouts for separations and groups, right-of-way takings, dedications, street and/or alley

closings, new subdivisions plat, waiver of plats and annexations; maintain and process resol utions/ordinance received from the county and
other municipalities; access and update the GIS property layers to accurately reflect changes.

Calculate tax pro-rations involving court cases from the County Attorney's Office and other government agencies takings and acquisitions
such as Everglades National Park, Corps of Engineers, and South Florida Water Management.

Prepare and process exempt government deeds, corrections of tax roll errors-in-fact, delinquent cutouts and property separations requested
by the Tax Collector.

Review and take appropriate action on deeds and correspondence received from various outside sources regquesting separations and
groupings of real property; confer with attorneys and surveyors when discrepanciesin legal description and/or chain of title appear; prepare
realty change and access and update the GIS property layer to reflect the requested separation or grouping.

Use GIS parcel base map maintenance applications to plot complex metes and bounds to describe a parcel using coordinated geometry
(COGO); create, cancel or re-activate folio numbers to update parcel polygons; add or delete annotations, such as lot/block numbers,
dimensions and acreage for all parcels over one acre.

Review complex deeds to determine if deed is a straight or fee interest transfer or requires a separation or grouping of the legal description;
notifies the district lead worker of type of action required and prepares appropriate realty change documents required to reflect correction of
legal description and ownership of parcel on assessment roll and update GIS layers to reflect the change.
Assist various county departments, agencies, attorneys, developers and the public as required; compile necessary records for review with
taxpayers and attorneys or agents; request field check through districts as required establishing location and condition of existing buildings;
explain established legal provisions and department procedures as necessary, referring questionable problems to supervisor.

Maintain records and compiles necessary data.

Perform other related work as required.

KNOWLEDGES, SKILLSAND ABILITIES

Knowledge of the general principles, practices and procedures used in determining land and building values for assessment purposes.
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Realty Change Clerk (000104)

Knowledge of Florida statutes and ordinances governing property assessments, exemptions and the tax collection process.
Knowledge of various types of legal instruments used to convey property titles.

Knowledge of automatic data processing equipment and graphic computer drawing techniques used in the maintenance of GIS property and
zoning layers.

Knowledge of standard office rules, practices and procedures.

Ability to read and understand complex metes and bounds descriptions and locate property in property atlas, section maps and aerial
photographs.

Ability to perform mathematical computations to determine area of lots, tracts and irregular parcels of land as they relate to complex legal
descriptions and new plats.

Ability to follow established departmental procedures with a high degree of accuracy and appropriate attention to detail.
Ability to graphically portray parcel information onto section maps, subdivision plats and aerial photographs.
Ability to understand and follow complex verbal and written instructions.

Ability to operate automatic data processing equipment and use applicable graphic computer drawing techniques to maintain GIS property
and zoning layers.

Ability to maintain rosters, logs, record cards and other records neatly and accurately.
Ability to assist in the processing of new subdivision platsin accordance with established department procedures.
Ability to understand and interpret zoning resolutions and ordinances.

Ability to work with minimal supervision and make minor decisions in accordance with office procedures and county and state statutes and
regulations

Ability to communicate clearly and concisely, both verbally and in writing.

Ability to establish and maintain effective working relationships with subordinates, superiors and officials of other public and private
organizations.

NEW 04/02/2007

Nature Of Work

Thisis advanced clerical, technical and public contact work processing and maintaining the property assessment roll for the Property
Appraisal Department.
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Property Appraiser Field Evaluator (000107)

Minimum Qualifications
High school diplomaor GED. One year of experience in construction, tax assessment, property appraisal, or real

estate sales. Completion of 30 semester credits in Construction, Real Estate and/or Appraisal related coursework
may substitute for the required experience. Must possess a driver license.
Job Specifications

Nature Of Work
Thisisfield work performing re-inspections of property for the Property Appraisal Office.
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PA Personnel Support Specialist (000108)

Minimum Qualifications
Bachelors degree.
Job Specifications

Nature Of Work
Thisis professional work in the preparation, development and implementation of personnel management processes and professional training
programs for the Office of the Property Appriaser.
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PA Personnel Specialist 3 (000109)

Minimum Qualifications
Bachelor's degree. Two years of professional personnel experience are required.

Job Specifications

Nature Of Work
Thisis advanced professional and supervisory work managing a complex departmental personnel program and related functions.
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Real Estate Evaluator 1 (000110)

Minimum Qualifications

Bachelor's degree in Business Administration, Real Estate, Accounting, Finance or arelated field; or two years of
experience as a Registered Trainee Appraiser; or a high school diplomaor GED, two years of advanced clerica
experience in agovernmental tax assessment department and compl etion of three required or accepted substitute
courses for the Certified Florida Evaluator (CFE) designation. Educational courses taught by the International
Association of Assessing Officer and the Appraisal Institute

Job Specifications

NATURE OF WORK

Thisis specialized technical work in the appraisal of all types of property for Ad VVolorem taxation.

Employeesin this class are responsible for applying cost, market and income approaches to estimate the value of various kinds of real estate
for purposes of Ad Valorem taxation. Duties include compiling necessary records, inspecting property, analyzing sales data, explaining
assessment criteria to property owners and calculating real estate values using appropriate data. Work is performed in accordance with
generally accepted appraisal methods and techniques, departmental procedures and legal requirements governing tax assessment.
Supervision is received from atechnical superior who reviews work after completion for accuracy and thoroughness and for effective
application of appraisal methods and techniques.

ILLUSTRATIVE TASKS

Compiles al records necessary for field appraisalsincluding zoning classification, legidlative resolutions, variances, deed restrictions, specia
permits and folios.

Inspects properties for physical characteristics, area development, accessibility, population trends, transportation, schools, community
facilities, and compliance with zoning and other regulations.

Compiles sales data from local government records, title and abstract sources, newspaper reports and real estate listings; determines sales
price and equalizes data by comparison with similar transactions.

Analyzes the all ocation of sale prices between real estate and personal property.
Derivesland and building rates to appropriately reflect market value.
Analyzes special-types market transactions necessitating investigation as to grantor-grantee rel ationship and type of financing.

Explains assessment criteria to property owners and answers questions relative to property values and appraisal techniques prescribed by
State statutes.

Draws buildings to scale on property cards indicating value and depreciation of component parts.

Calculates building values by using applicable data and techniques.

Prepares for and attends Property Appraisal Adjustment Board hearings to explain techniques and criteria used in estimating value.
Performs various duties related to completion of the annual tax roll.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS
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Real Estate Evaluator 1 (000110)
Knowledge of real estate appraisal methods and techniques.
Knowledge of the Statutes and Ordinances governing tax assessment of real property.
Knowledge of general land values and land use characteristics of the Dade County Metropolitan area.
Knowledge of the general methods, products and workmanship typically used in residential and commercial construction.
Knowledge of legal descriptions, metes and bounds, and related means of locating property in an atlas.
Ability to understand the relationship between real estate and personal property.
Ability to use various approaches to estimate the value of real estate for Ad Valorem taxation.
Ability to make rapid and accurate mathematical calculations.
Ability to perform simple drafting tasks with clarity.
Ability to tactfully answer questions and provide information to the public.

Ability to perform assignments in the field with a minimum of supervision in all types of neighborhoods.

REV 02/99

Nature Of Work
Thisis specialized technical work in the appraisal of all types of property for Ad VVolorem taxation.
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Real Estate Evaluator 2 (000111)

Minimum Qualifications

Bachelor's degree in Business Administration, Real Estate, Accounting, Finance or related field; or a high school
diploma or GED and one year of experience as a Rea Estate Evaluator 1 with Miami-Dade County; or a high school
diplomaor GED and a Florida Certified Residential Appraiser License.

Job Specifications

NATURE OF WORK

Thisis advanced specialized technical work with some supervisory responsibility in the appraisal of all types of property for Ad Valorem
taxation.

Employeesin this class are responsible for applying cost, market and income approaches to complex appraisal problems to estimate the value
of various kinds of Real Estate for purposes of Ad Valorem taxation. Duties include compiling necessary records, inspecting property,
analyzing sales data, explaining assessment criteriato property owners and calculating real estate values using appropriate data. Additional
responsibilitiesinclude reviewing the work of subordinate evaluators and conducting appraisals of large structures used for various purposes.
Responsibility differs from that of the next lower classin that more difficult appraisals are independently performed and incumbents have
some supervisory responsibility. Work is performed in accordance with generally accepted appraisal methods and techniques, departmental
procedures and legal requirements governing tax assessment. Supervision is exercised over subordinate evaluators through areview of daily
work. Supervision isreceived from an administrative and technical superior who reviews work for the effective application of appraisal
methods and techniques to complex appraisal problems.

ILLUSTRATIVE TASKS

Review daily work with subordinate eval uators, checks accuracy of computations and examines data collected in the field.

Conducts appraisals of large hotels, office buildings, industrial plants, and similar structures by determining architectural characteristics, size,
age of building, mechanical equipment provided, design, type and cost of materials, electrical and plumbing features, depreciation and

replacement.

Compiles all records necessary for field appraisalsincluding zoning classification, legislative resolutions, variances, deed restrictions, specia
permits and folios.

Inspects properties for physical characteristics, area development, accessibility, population trends, transportation, schools, community
facilities, and compliance with zoning and other regulations.

Analyzes the all ocation of sale prices between real estate and personal property.
Derives land and building rates to appropriately reflect market value.
Analyzes special-type market transactions necessitating investigation as to grantor-grantee relationship and type of financing.

Explains assessment criteria to property owners and answers questions relative to property values and appraisal techniques prescribed by
State Statutes.

Draws building outline to scale on property card, indicating fractional value percentage for prescribed structural variations; applies
construction material costs from standard data; computes cost and square footage proration using predetermined information; computes
assessment.

Prepares reports on property sales, values and economic trends affecting assessments.

Prepares for and attends Property Appraisal Adjustment Board hearings to explain techniques and criteria used in estimating value.
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Real Estate Evaluator 2 (000111)
Performs various duties related to completion of the annual tax roll.
Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS
Considerable knowledge of real estate appraisa methods and techniques.
Considerable knowledge of the statutes and ordinances governing tax assessment of real property.
Knowledge of general land values and land use characteristics of the Dade County Metropolitan area.
Knowledge of the general methods, products and workmanship typically used in residential and commercial construction.
Knowledge of legal descriptions, metes and bounds, and related means of locating property in an atlas.
Some knowledge of supervisory principles and practices.
Ability to supervise subordinates in a manner conducive to full performance and high morale.
Ability to understand the relations between real estate and personal property.
Ability to use various approaches to estimate the value of real estate for Ad VValorem taxation.
Ability to determine the accessibility and value of leasehold improvements.
Ability to make rapid and accurate mathematical calculations.
Ability to perform simple drafting tasks with clarity.
Ability to tactfully answers questions and provide information to the public.
Ability to perform simple drafting tasks with clarity.

Ability to perform assignments in the field with a minimum of supervision in all types of neighborhoods.

REV 02/99

Nature Of Work
Thisis advanced specialized technical work with some supervisory responsibility in the appraisal of al types of property for Ad Valorem
taxation.
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PA Administrative Secretary (000113)

Minimum Qualifications
High school diplomaor GED. Three years of secretarial or related word processing experience are required.

Job Specifications
NATURE OF WORK

Thisis advanced responsible secretarial and related clerical work for adivision head or an exempt executive officia in the County service.

Employeesin this class perform a variety of complex secretarial and clerical duties for division directors or other comparable executive
officials within the County organization. Emphasis of the work is on the performance of advanced secretarial duties requiring considerable
knowledge of the executive's responsibilities and an understanding of the policies, programs, procedures and regulations in effect in the area
of assignment. Dutiestypically include arranging for and attending conferences, independently answering inquiries where thereis
established policy or precedent action, taking and transcribing dictation, composing and typing correspondence and performing research to
compile data for special reports and other purposes. Incumbents utilize a variety of office skills and considerable judgment in relieving the
executive of administrative details. Supervision may be exercised over subordinate clerical employees through assignment of tasks and
review of completed work for accomplishment of desired objectives. General supervision is received from adivision director or an
executive official who reviews work for satisfactory performance of executive secretarial duties and for attainment of desired goals and
objectives.

ILLUSTRATIVE TASKS

Performs secretarial and clerical duties for a division director or other comparable executive official; commits supervisor's time in making
appointments and maintains calendar; maintains supervisor's itinerary and makes travel and hotel arrangements as required.

Arranges for and attends various conferences and meetings; informs participants and provides background information; serves as recording
secretary at conferences, board meetings and staff consultations; takes official minutes and prepares reports of proceedings; follows through
on actions required as aresult of conferences.

Takes and transcribes dictation which may vary by subject matter including legal, technical, financial or other
specialized terminology; takes verbatim transcript from telephone calls or in conferences as requested.

Opens, screens and distributes mail; marks important parts of instructions, orders and regulations for executive, and organizes mail according
to priorities, maintains control of correspondence flow through office; insures that report deadlines are met and that all information
distributed is complete.

Composes correspondence from verbal instructions of superior, and independently drafts replies to inquiries; reviews correspondence
prepared by others for superior's signature to ensure correct grammar, format and completeness.

Receives and screens tel ephone calls and visitors; responds to requests for information by answering questions where there are established
policies or regulations, or precedent actions taken by supervisor.

Plans, assigns and reviews the work of subordinate clerical employees engaged in typing reports, correspondence and other documents,
filing, and performing a variety of other clerical duties; provides training in procedures and methods in the organization of assignment.

Researches and compiles data from a variety of sourcesin connection with special reports, budget preparation and other matters; assembles
material for supervisor's reply to correspondence demanding superior's personal attention.

Keeps various activity and production records; types various activity reports, requisitions, work orders and personnel forms; composes
reports on casel oads, workloads or other subjects as delegated; authorizes expenditures from petty cash; requisitions office supplies;
performs arithmetic calculations for budget requests and other matters.
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PA Administrative Secretary (000113)

Establishes and maintains office filing systems; reorganizes files as required; establishes subject matter files for superior; purges files of
unnecessary items according to established policies and procedures.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Thorough knowledge of executive secretarial methods, techniques and procedures.

Thorough knowledge of general office procedures, practices and equipment.

Considerable knowledge of the operation to which assigned including its policies, procedures, regulations, organization and workflow.

Considerable knowledge of executive protocol and the proper order of etiquette in conducting secretarial activities with responsible county
and other officials.

Considerable knowledge of business English, spelling and arithmetic.

Considerable knowledge of the structure and function of various county departments.

Knowledge of supervisory principles and practices.

Ability to establish and maintain an effective working secretarial relationships with an executive official.

Ability to take and transcribe dictation at a high rate of speed.

Ability to operate typewriters, personal computers and other office machines with accuracy and speed.

Ability to develop and maintain effective working relationships with subordinates, superiors and avariety of county and other officials.
Ability to expressideas clearly and concisely, verbally and in writing.

Ability to establish and revise office policies and procedures.

Ability to research and develop information from a variety of sources.

Ability to supervise subordinates in amanner conducive to full performance and high morale.

NEW 10/98

Nature Of Work
Thisis advanced responsible secretarial and related clerical work for adivision head or an exempt executive officia in the County service.
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Property Appraiser Executive Secretary (000114)

Minimum Qualifications
High school diplomaor GED. Three years of advanced secretarial experience are required.

Job Specifications
NATURE OF WORK

Thisis executive secretarial and related clerical work for an Assistant Director or a Deputy Director of a County Department or comparable
executive official.

Employeesin this class perform a variety of complex secretarial and clerical duties for an Assistant Department Director, Deputy Department
Director or comparable executive official. Emphasis of the work is on the performance of advanced secretarial duties requiring considerable
knowledge of the executive's responsibilities and an understanding of the policies, programs, procedures and regulations in effect in the
department. Duties typically include arranging for and attending conferences, independently answering inquiries where there is established
policy or precedent action, taking and transcribing dictation, composing and typing correspondence and performing research to compile data
for special reports and other purposes. Incumbents utilize avariety of office skills and considerable independent judgement in relieving
supervisor of administrative details. Supervision may be exercised over subordinate clerical employees through assignment of tasks and
review of completed work for accomplishment of desired objectives. General supervision is received from an Assistant Department

Director, Deputy Department Director or comparable executive official who reviews work for satisfactory performance of executive
secretarial duties and for attainment of desired goals and objectives.

ILLUSTRATIVE TASKS

Performs executive secretarial duties for an Assistant Department Director, Deputy Department Director or comparable executive official;
commits time in making appointments and maintains calendar; maintainsitinerary and makes travel and hotel arrangements as reguired.

Arranges for and attends various conferences and meetings; informs participants and provides background information; serves as recording
secretary at conferences, board meetings and staff consultations; takes official minutes and prepares reports of proceedings; follows through
on actions required as aresult of conferences.

Takes and transcribes dictation which may vary by subject matter including legal, technical, financial or other specialized terminology; takes
verbatim transcript from telephone calls or in conferences as requested; operates personal computer and other computerized office
equipment.

Opens, screens and distributes mail; marks important parts of instructions, orders and regulations for executive, and organizes mail according
to priorities, maintains control of correspondence flow through office; insures that report deadlines are met and that all information
distributed is complete.

Composes correspondence from verbal instructions of superior, and independently drafts replies to inquiries; reviews correspondence
prepared by others for superior's signature to insure correct grammar, format and compl eteness.

Receives and screens tel ephone calls and visitors; responds to requests for information by answering questions where there are established
policies or regulations, or precedent actions taken by supervisor.

Plans, assigns and reviews the work of subordinate clerical employees engaged in typing reports, correspondence and other documents,
filing, and performing a variety of other clerical duties; provides training in procedures and methods in the organization of assignment.

Researches and compiles data from a variety of sourcesin connection with special reports, budget preparation and other matters; assembles
material for reply to correspondence demanding superior's personal attention.

Keeps various activity and production records; types various activity reports, requisitions, work orders and personnel forms; composes
reports on casel oads, workloads or other subjects as delegated; authorizes expenditures from petty cash; requisitions office supplies;
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Property Appraiser Executive Secretary (000114)
performs arithmetic calculations for budget requests and other matters.

Establishes and maintains office filing systems; reorganizes files as required; establishes subject matter files; purges files of unnecessary
items according to established policies and procedures.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Extensive knowledge of executive secretarial methods, techniques and procedures.

Thorough knowledge of general office procedures, practices and equipment.

Thorough knowledge of the department to which assigned including its policies, procedures, regulations, organization and work flow.

Thorough knowledge of executive protocol and the proper order of etiquette in conducting secretarial activities with responsible County and
other officials.

Considerable knowledge of business English, spelling and arithmetic.
Considerable knowledge of the structure and function of various County departments.

Considerable knowledge of the responsibilities of an Assistant Department Director, Deputy Department Director or comparable executive
official and the relationship with other department executives, managers and supervisors.

Knowledge of supervisory principles and practices.

Ability to establish and maintain an effective working secretaria relationship with an Assistant Department Director, Deputy Department
Director or comparable executive official.

Ability to take and transcribe dictation at a high rate of speed.

Ability to operate typewriters, personal computers and other computerized office equipment with accuracy and speed.

Ability to develop and maintain effective working relationships with subordinates, superiors and a variety of County and other officials.
Ability to expressideas clearly and concisely, verbally and in writing.

Ability to establish and revise office policies and procedures.

Ability to research and develop information from a variety of sources.

Ability to supervise subordinates in amanner conducive to full performance and high morale.

NEW 10/98
Nature Of Work
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Property Appraiser Executive Secretary (000114)

Thisis executive secretarial and related clerical work for an Assistant Director or a Deputy Director of a County Department or comparable
executive official.

Must take and pass a typing skills test with a score of 40 net WPM. Photo identification is required to take the typing skills test.
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Property Appraiser Senior Executive Secretary (000115)

Minimum Qualifications
High school diplomaor GED. Four years of advanced secretarial experience are required.

Job Specifications
NATURE OF WORK

Thisis advanced and highly responsible executive secretarial and related clerical work for a Department Director or comparable executive
official.

Employeesin this class perform a variety of complex secretarial and clerical duties. Emphasis of the work is on the performance of
advanced secretaria duties requiring a thorough knowledge of assigned areas of responsibilities and an understanding of established policies,
programs, procedures and regulations. Duties typically include handling highly confidential matters for immediate supervisor, ensuring
departmental compliance with County protocol requirements for various documents and reports, arranging for and attending conferences,
independently answering inquiries where there is established policy or precedent action, taking and transcribing dictation, composing and
typing correspondence and performing research to compile data for special reports and other purposes. Incumbents utilize avariety of office
skills and considerable independent judgment in relieving supervisor of administrative details and in managing the office. Supervision may
be exercised over subordinate clerical employees through assignment of tasks and review of completed work for accomplishment of desired
objectives. General supervision isreceived from a Department Director or comparable executive official who reviews work for satisfactory
performance of executive secretarial duties and for attainment of desired goals and objectives.

ILLUSTRATIVE TASKS

Performs executive secretarial duties for the Department Director or comparable executive official; commits time in making appointments
and maintains calendar; maintainsitinerary and makes travel and hotel arrangements as required.

Handles highly confidential matters for submission to senior County management; oversees the preparation of major policy documents
affecting departmental operations.

Monitors the Agenda of the Board of County Commissioners for department-related items and informs Director and appropriate senior
departmental executives.

Ensures compliance with County policies and procedures, legal deadlines and other requirements for correspondence, legal advertising,
certifications and other documents.

Prepares or coordinates the preparation of resolutions, contracts, professional service agreements and reports for presentation to the Board of
County Commissioners and its subcommittees.

Follows protocol guidelinesin reviewing various written submissions from operating divisions to ensure compliance with department and
County requirements; monitors the timely response to correspondence from senior County management and other County officials.

Arranges for and attends various conferences and meetings; informs participants and provides background information; serves as recording
secretary at conferences, board meetings and staff consultations; takes official minutes and prepares reports of proceedings,; follows through
on actions required.

Takes and transcribes dictation which may vary by subject matter including legal, technical, financial or other specialized terminology; takes
verbatim transcript from telephone calls or in conferences as requested; operates personal computer and other computerized office

equipment.

Manages the Department Director's office; opens, screens and distributes mail; marks important parts of instructions, orders and regulations,
and organizes mail according to priorities; maintains control of correspondence flow through office.

Composes correspondence from verbal instructions and independently drafts replies to inquiries.
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Receives and screens telephone calls and visitors; responds to requests for information by answering questions where there are established
policies or regulations, or precedent actions taken by Director.

Plans, assigns and reviews the work of subordinate clerical employees engaged in typing reports, correspondence and other documents,
filing, and performing a variety of other clerical duties; provides training in procedures and methods in the organization of assignments.

Researches and compiles data from a variety of sourcesin connection with specia reports, budget preparation and other matters; assembles
material for reply to correspondence demanding Director's personal attention.

Keeps various activity and production records; types various activity reports, requisitions, work orders and personnel forms; composes
reports on casel oads, workloads or other subjects as delegated; authorizes expenditures from petty cash; requisitions office supplies;

performs arithmetic calculations for budget requests and other matters.

Maintains office filing systems; reorganizes files as required; establishes subject matter files; purges files of unnecessary items according to
established policies and procedures.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS
Extensive knowledge of executive secretarial methods, techniques and procedures.
Extensive knowledge of general office procedures, practices and equipment.

Thorough knowledge of executive protocol and the proper order of etiquette in conducting secretarial activities with responsible County and
other officials.

Thorough knowledge of the department to which assigned including its policies, procedures, regulations, organization and work flow.

Thorough knowledge of the responsibilities of a Department Director and the rel ationships with el ected representatives, senior County
management, other Department Directors and officials and the public.

Considerable knowledge of business English, spelling and arithmetic.

Considerable knowledge of the structure and function of various County departments.
Considerable knowledge of public relations principles and techniques.

Knowledge of supervisory principles and practices.

Ability to establish and maintain an effective working secretarial relationship with a Department Director, Senior Assistant to the County
Manager or comparable executive official..

Ability to take and transcribe dictation at a high rate of speed.

Ability to operate typewriters, personal computers and other computerized office equipment with accuracy and speed.
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Property Appraiser Senior Executive Secretary (000115)

Ability to develop and maintain effective working relationships with subordinates, elected representatives and their staff, senior County
management, and a variety of other County and private officials.

Ability to expressideas clearly and concisely, verbally and in writing.
Ability to establish and revise office policies and procedures.
Ability to research and develop information from a variety of sources.

Ability to supervise subordinates in amanner conducive to full performance and high morale.

REV 10/00

Nature Of Work
Thisis advanced and highly responsible executive secretarial and related clerical work for a Department Director or comparable executive
official.

Must take and pass a typing skills test with a score of 40 net WPM. Photo identification is required to take the typing skills test.
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Senior Realty Change Clerk (000118)

Minimum Qualifications
High school diplomaor GED. Two years of clerical experience in tax assessment, property appraisal, real estate

sales, or abstracting titles to include experience with complex legal descriptionsis required. Completion of 60
semester creditsin Real Estate and/or Appraisal related coursework may substitute for the required experience.

Job Specifications

Nature Of Work
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Income Evaluation Specialist (000120)

Minimum Qualifications

Bachelor's degree in Public Administration, Business Administration, Real Estate, Finance, Economics, or
Accounting; or completion of 60 semester credits, Certified Florida Evaluator certification or equivalent, and two
years of experiencein real estate appraisal; or high school diplomaor GED, Certified Florida Evaluator certification
or equivalent, and two years of experience in mass appraisal in residential, industrial, commercial or personal
property isrequired.

Job Specifications

NATURE OF WORK

Thisis advanced specialized technical work in planning and conducting specialty income assessments and programs.

Employeesin this class are responsible for mass appraisal work in technical income assessment specialtiesinvolving all phases of real estate
and personal property assessments. Responsibilities include establishing and applying appropriate capitalization rates, analyzing market data
for rents and operating expenses used to develop assessments for income-producing properties, and recommending market val ue assessments
for multi-million dollar properties. Work is performed in accordance with generally accepted appraisal methods and techniques,
departmental procedures and legal requirements governing assessment, and incumbents exercise considerable independent judgment in
recommending market value assessments for high value properties. Supervision isreceived from a professional superior who reviews work
for the effective application of technical appraisal methods to complex income assessment specialities.

ILLUSTRATIVE TASKS

Establishes and applies appropriate capitalization rates that are prepared annually, based on local economic trends, property types, location,
and other physical factors affecting value.

Compiles information on local economic trends, property types, location, and other financial factors affecting value.
Analyzes market data for rents and operating expenses to be used in the development of assessments for income-producing propertiesin
accordance with statutes that provide that income from commercial property must be considered as one of the criteria for just value

assessments.

Develops recommendations for market value assessments for multi-million dollar properties such as hotels, shopping centers and office
towers.

Analyzes special-type market transactions necessitating investigation as to grantor-grantee relationship and type of financing.

Prepares for and attends Property Adjustment Board hearings to explain techniques and criteriaused in
estimating all three approaches to value.

Performs related work as required.

KNOWLEDGE, ABILITIESAND SKILLS

Considerable knowledge of real estate appraisal methods and techniques.

Considerable knowledge of the Statutes and Ordinances governing tax assessment and real property.

Considerable knowledge of balance sheets, operating statements, tax returns, present worth concepts and discounted cash flows.

Knowledge of the principles of accounting.
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Income Evaluation Specialist (000120)

Knowledge of general land values and land use characteristics of the Dade County Metropolitan area.

Knowledge of public relations principles and techniques.

Ability to devel op effective recommendations for assessments of income-producing property.

Ability to make income projections based on market trends.

Ability to use various approaches to estimate the value of real estate for Ad Valorem taxation.

Ability to analyze avariety of market data for rents and operating expenses to use in the development of recommendations for assessments.
Ability to answer questions tactfully and provide information to the public.

Ability to understand and analyze a variety of financial statements, reports and schedules.

NEW 1-84
Nature Of Work
Thisis advanced specialized technical work in planning and conducting specialty income assessments and programs.
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Property Evaluation Specialist (000122)

Minimum Qualifications

Bachelor's degree in Real Estate, Finance, or Business Administration; or Bachelor's degree and two years of
experience in rea estate appraisal are required. Must possess a Certified Florida Evaluator designation or equal
coursework* provided by various professional associations; or high school diplomaor GED and two years of
experience in mass appraisal of residential, industrial, commercial, personal property or computer-assisted mass
appraisal isrequired. Must possess a Certified Florida Evaluator designation or equal coursework* provided by
various professional associations. * Equal coursework is the completion of four appraisal coursesincluding
Introduction to Appraising, Income Approach to alue, and two elective courses such as Mass Appraisal of Residential
Property taught by the International Association of Assessing Officers, the Appraisal Institute, or the American
Society of Appraisers.

Job Specifications

NATURE OF WORK

Thisis advanced technical work with supervisory responsibility in the appraisal of all types of property for Ad Vaorem taxation.

Employeesin this class are responsible for supervising and participating in complex property appraisal work to estimate the value of various
kinds of real estate for the purposes of Ad Valorem taxation. Responsibilitiesinclude planning and distributing field and office assignments
to subordinates, assessing large and complex properties, interviewing taxpayers or their representatives, coordinating work with other
property appraisal units and other County departments, assisting internal auditors with their examination of the tax roll, and representing the
County before the Value Adjustment Board. Some incumbents in this class may assist with the development of computerized data systems.
Incumbents exercise independent judgment in applying knowledges of appraisal methods and techniques, and in dealing tactfully and
diplomatically with taxpayers. Supervision is exercised over a staff of property appraisal evaluators and property appraisal clerks assigned to
various phases of operations. Supervision is received from an administrative and technical superior who reviews work for technical quality
and effectiveness of unit activities.

ILLUSTRATIVE TASKS

Plans, assigns, and reviews the work of subordinate property appraisal evaluators and property appraisal clerks; plans and distributes field
and office assignments; trains employees and assists with difficult or unusual problems; prepares regular reports on work progress.

Coordinates appraisal activities with other departmental property appraisal units, internal auditors, tax collection officials, County attorney,
and others as required.

Reviews cut-outs prepared by evaluators and writes more difficult cut-outs; assists internal auditor with explanations of cut-outs; assesses
large and complex accounts; analyzes income tax returns, leases, affidavits, and contracts; reviews and presents assessment appeals to special
master.

Verifieslarge cancels; interviews taxpayers, their agents, attorneys and accountants; approves reductions; prepares for and attends Vaue
Adjustment Board hearings; performs special field inspections and field visits.

Audits possible cancellations of large accounts and reassesses related accounts, when necessary; implements back assessments as required;
investigates comparable properties to assure equalization of assessments; testifies under oath.

Inspects agricultural areas to determine eligibility for agricultural classification; reviews new and renewal applications; consults with
applicants denied agricultural classification to explain or adjust; represents the County before the Vaue Adjustment Board.

Assures the correct and timely assessment of buildings in Dade County valued at one million dollars or more; trains evaluators, performs
field inspections, and conducts interviews; assistsin preparing for legal hearings.

Supervises the Realty Change, Zoning, Resolution and Ordinance unit; checks all cut-outs and separations for land calculation and legal
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Property Evaluation Specialist (000122)
descriptions.
Assists taxpayers in person and by telephone; prepares correspondence to provide information and resolve problems.
Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS
Considerable knowledge of audit appraisal methods and techniques used in the cost approach to value.

Considerable knowledge of statutes, ordinances, court rulings, and other regulations pertaining to the appraisal of personal property for Ad
Valorem tax.

Considerable knowledge of public relations principles and techniques.

Knowledge of furniture, fixtures, and equipment used in business including operating conditions, trends and technological changes, and the
effect upon economic life expectancy.

Knowledge of supervisory principles and practices.

Knowledge of the records, reports, and forms used in the area of assignment.

Knowledge of general office practices and procedures.

Knowledge of accounting and bookkeeping practices.

Ability to supervise subordinates in amanner conducive to full performance and high morale.
Ability to accurately assess the value of real property for purposes of Ad Vaorem taxation.
Ability to exercise tact and diplomacy in dealing with taxpayers.

Ability to make rapid and accurate mathematical calculations.

Ability to prepare reports and tabulations of office activities.

Ability to expressideas clearly and concisely, verbally and in writing.

NEW 7-92

Nature Of Work
Thisis advanced technical work with supervisory responsibility in the appraisal of all types of property for Ad Va orem taxation.
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PA Information Technology Analyst (000123)

Minimum Qualifications
Bachelor's degree in Computer Science, Management Information Systems, Business Administration, or related field.

Two years of experience as a business analyst/programmer is required. Additional programming and systems
analysis experience may substitute for the required education on ayear-for-year basis.
Job Specifications

Nature Of Work
Thisis advanced work in systems analysisin a centralized data processing operation in the Property Appraiser's Office.
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PA Constituent & Public Relations Assistant (000127)

Minimum Qualifications

Bachelor's degree. One year of professional experience in journalism, advertising, community outreach, constituent
services or public relations are required.

Job Specifications

Nature Of Work
This position involves coordinating marketing, promotional and community outreach programs, and constituent support for the Office of the
Property Appraiser.
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Personal Property Evaluator 1 (000131)

Minimum Qualifications

One year of experience appraising personal property, performing inventory management of capitalized assets, or
appraising and adjusting insurance claims and policies involving tangible personal property, and completion of six
semester creditsin Accounting are required; Completion of 60 semester credits to include three credits in Finance,
Economics, or Accounting and three credits in Statistics or Mathematics are required; or One year of advanced
clerical experience in agovernmental personal property appraisal operation, completion of three semester creditsin
Accounting, and completion of onereal estate or personal property appraisal class from an institution or taught by
professional organizations such as the International Association of Assessing Officers, the Appraisal Institute, or the
American Society of Appraisersare required. Must present a Driver license during the interview selection process.
Job Specifications

NATURE OF WORK

Thisis specialized field work in the appraisal of tangible personal property for tax assessment purposes.

Employeesin this class are responsible for the evaluation of all fixtures, inventory and equipment used in stores, offices, factories,
warehouses and other commercia establishments within an assigned territory. Work involves the verification of ownership of commercial
properties, recognizing taxable items, reviewing inventory and sales records and determining fair value after applying the necessary discounts
and allowances. Duties require use of tact and independent judgment in contacting business representatives and in appraising property
through use of variousinventory evaluation formulas and price manuals. Work is performed in accordance with generally accepted appraisal
methods and techniques, departmental procedures and legal provisions governing tax assessment. Supervision isreceived from a superior
who checks work upon completion for accuracy and thoroughness and who personally assists on difficult field appraisals.

ILLUSTRATIVE TASKS

Contacts owners of commercial properties or their designated representatives and arranges for access to the fixtures, equipment and
inventory or the records pertaining to these items.

Listsal taxable itemsin office buildings such as business machines, furniture and equipment; evaluates property taking note of original cost,
replacement cost, obsolescence, condition, utility value, depreciation and similar factors affecting assessment.

Physically inspects apartment houses, hotels and motels evaluating furnishings such as carpeting, kitchen appliances, air conditioning, linens,
and similar items.

Appraisesindustrial items noting factors such as condition of goods, time in storage, shrinkage, obsolescence, pilferage and damage to
property.

Audits sales records of retail establishments to verify data on gross sales, mark-up, inventory turnover or computes floor space square
footage as abasis of assessment.

Computes assessment using property evaluation manuals and formulas based on gross sales ratios, stock turnover rates and square footage,
calculations; applies appropriate allowances and discount schedules.

Explains assessment criteria to business owners and their agents, answers questions relative to property values, appraisal techniques and
statutory provisions regarding tax assessment.

Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of personal property appraisal methods and techniques.
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Personal Property Evaluator 1 (000131)

Knowledge of the statutes and ordinances governing tax assessment of personal property.

Knowledge of the various types of equipment, fixtures and inventories typically used in commercia establishments.
Knowledge of the general operating characteristics of the various types of commercial business enterprises.

Ability to tactfully answer questions and give information to the public.

Ability to make rapid and accurate mathematical calculations.

Ability to prepare and submit concise records on field inspections.

Ability to perform field assignments with a minimum of supervisionin al types of neighborhoods.

REV 10-65

Nature Of Work
Thisis specialized field work in the appraisal of tangible personal property for tax assessment purposes.
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Personal Property Evaluator 2 (000132)

Minimum Qualifications

Bachelor s degree in Business Administration, Real Estate, Accounting, Finance or related field OR a high school
diploma or GED and one year experience as a Personal Property Evaluator 1 or Real Estate Evaluator 1 with
Miami-Dade County. Must possess avalid Florida driver license.

Job Specifications

NATURE OF WORK

Thisis advanced specialized work in the appraisal of tangible personal property for tax assessment purposes.

Employeesin this class are responsible for conducting field appraisals of the larger and more specialized commercial establishments,
assisting in tax litigation cases and supervising subordinate evaluators in difficult assignments. Work involves the coordination of field
evaluators and office clerical staff, carrying out administrative directives on assessment and assisting a superior with the office procedures
required in producing a personal property tax roll. Positions allocated to this class differ from the Personal Property Evaluator 1 level in that
complex field appraisals are performed independently or responsible supervisory office tasks are required. Duties require the use of tact and
independent judgment in conducting discussions with business representatives and in evaluating difficult commercial properties requiring
specialized knowledge of furnishings, fixtures and inventory types. Supervision is exercised over subordinate evaluators by assignment and
review of work and by providing assistance in difficult or unusual field appraisals. Supervision isreceived from an assessment
administrative superior who reviews work for general effectiveness by review of appraisal data, analysis of operating reports and satisfactory
completion of field schedules.

ILLUSTRATIVE TASKS
Evaluates the larger and more specialized types of commercial enterprises such as luxury type hotels, cooperative apartment houses, regional
shopping centers, manufacturing plants, heavy equipment users, electronics equipment producers and similar business organizations; assists

subordinate evaluators in difficult appraisals.

Reviews assessment appeals, compiles necessary records, request field rechecks of property and provides data for Board of Equalization
hearings.

Supervises and coordinates the work of the clerical staff in maintaining commercial personal property, assessment records; approves changes
to the tax rall, verifies data and investigates discrepancies.

Discusses tax evaluation information with business owners, managers, attorneys, accountants and similar individuals; explains assessment
criteria, statutory requirements and the various inventory appraisal formulas and discount schedules.

Assists the Sheriff's Office in foreclosures on personal property tax levies; computes delinquent tax and accrued interest due.

Assists administrative superiorsin such areas as selection, training and assignment of staff, methods and procedures studies, forms
improvement and similar functions of office management.

Replies to written correspondence and personal inquiries received in the department and presents detailed information in report form as
required.

Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS
Considerable knowledge of personal property appraisal methods and techniques.

Considerable knowledge of the statutes and ordinances governing tax assessment of personal property.
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Personal Property Evaluator 2 (000132)
Knowledge of the various types of equipment, fixtures and inventories typically used in commercia establishments.
Knowledge of the general operating characteristics of the various types of commercial business enterprises.
Ability to supervise the work of subordinatesin a manner conducive to full performance and high morale.
Ability to make rapid and accurate mathematical calculations.
Ability to tactfully answer questions and give information to the public.
Ability to expressideas clearly and concisely, orally and in writing.

Ability to prepare simple reports and tabulations of office activity.

NEW 10-65

Nature Of Work
Thisis advanced specialized work in the appraisal of tangible personal property for tax assessment purposes.
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Property Appraiser Tax Roll Coordinator (000133)

Minimum Qualifications
Bachelor's degree. Three years experience in property assessment or related work. Must possess designation as a

Certified Florida Evaluator or other Florida Certified Residential Appraiser license.
Job Specifications

Nature Of Work
Thisis advanced technical and administrative work providing coordination and guidance for the compilation and administration of the annual
tax roll, Computer Aided Mass Appraisal (CAMA) Operations and quality assurance of data related to each of these areas.
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Property Appraiser Procurement Manager (000134)

Minimum Qualifications
Bachelor'sdegreein Public Administration, Business Administration, Finance, or arelated field. Three years of

experience in a centralized purchasing operation to include preparation of technical specifications, bids and contract
documentation are required. Must be able to obtain one of the following professional certifications within two (2)
years of hire: Professional Public Buyer Certification (CPPB); Certified Professional in Supply Management
(CPSM); Certified Purchasing Manager (CPM); or Certified Public Purchasing Officer (CPPO).

Job Specifications

Nature Of Work
Thisis advanced professional work in the planning and management of procurement activities for the Office of the Property Appraiser.
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Property Appraiser Systems Administrator (000135)

Minimum Qualifications
Bachelor's degree in Computer Science, Management Information Systems, Business Administration or related field.

Five years experience in Computer Assisted Mass Appraisal (CAMA) applications or acomplex information system

environment is required.
Job Specifications

Nature Of Work
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Property Appraiser Legal Specialist 1 (000137)

Minimum Qualifications

Three years of experience as a Persona Property Evaluator 1 or 2, or as a Real Estate Evaluator 1 or 2; or one year of
experience as a Property Evaluation Specialist or Income Evaluation Specialist is required. Must possess certification
as aFlorida Evaluator.

Job Specifications

NATURE OF WORK

Thisistechnical work assisting in handling legal actions for the Property Appraiser.

An employeein this classis responsible for assisting in the preparation of files for litigation for cases filed by the County Attorney or filed
against the Property Appraiser by taxpayers. Responsibilitiesinclude assembling case files for litigation, providing data for discovery and
interrogatories, producing documents for litigants, assisting in preparation of settlement discussions, and reviewing documents for settlement.
The incumbent exercises some independent judgment in the application of property appraisal knowledges and techniques to cases involving
property appraisal disputes. Supervision isreceived from an administrative superior who reviews work through personal conferences for
effective assistance in preparation of files for litigation and performance of related duties.

ILLUSTRATIVE TASKS

Assistsin preparing and assembling files for the Property Appraiser and County Attorney on court cases filed by taxpayers against the
Property Appraiser and on court cases filed by the Property Appraiser against taxpayers.

Provides responses to complex discovery questions including answering interrogatory requests for production and admissions submitted to
the Property Appraiser by the opposing attorney.

Produces documents to opposing attorneys; reviews subject property and selects appropriate documents, files and books.
Assistsin the preparation of interrogatories.

Assistsin the preparation of settlement discussions.

Reviews documents and proposal's submitted by the taxpayer for settlement purposes.

Performs related work as required.

KNOWLEDGES, ABILITIES AND SKILLS

Considerable knowledge of statutes, ordinances, court rulings and other regulations pertaining to the appraisal of personal property for Ad
Vaorem taxation.

Considerable knowledge of appraisal methods and techniques used in the assessment of real, tangible and intangible personal property and
land for the purposes of tax assessment.

Knowledge of legal procedures related to litigation filed by taxpayers against the Property Appraiser or by the Property Appraiser against
taxpayers.

Knowledge of legal descriptions, deeds, contracts and closing statements, pertaining to the purchase and sale of real estate, and related
documents used for property appraisal purposes.

Knowledge of public relations principles and techniques.

Ability to provide assistance in the handling of legal actions for the Property Appraiser.
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Property Appraiser Legal Specialist 1 (000137)

Ability to apply advanced principles of property appraisal to accurately access the value of property for purposes of tax assessment.

Ability to assist in the preparation of files for the Property Appraiser and the County Attorney on court cases filed by taxpayers or cases filed
by the Property Appraiser.

Ability to exercise tact and diplomacy in dealing with taxpayers and their representatives concerning tax assessment litigation.

Ability to communicate clearly and concisely, verbally and in writing.

Nature Of Work
Thisistechnical work assisting in handling legal actions for the Property Appraiser.
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Property Appraiser Legal Specialist 2 (000138)

Minimum Qualifications
Bachelor's degreein Real Estate, Business Administration, Public Administration or arelated field. Two years of

experience in mass appraisal of real or personal property to include one year in a supervisory capacity are required.

Job Specifications
NATURE OF WORK

Thisis advanced technical and supervisory work in the handling of legal actions for the Property Appraiser.

An employeein this classis responsible for preparation of filesfor litigation for casesfiled by the County Attorney or filed against the
Property Appraiser by taxpayers. Responsibilities include responding to interrogatory requests, reviewing documents and proposals
submitted by taxpayers, assisting in the negotiation of settlements, preparing files for court cases, producing documents for opposing
attorneys, and attending depositions and trials. The incumbent exercises considerable independent judgment in the application of property
appraisal knowledges and techniques to cases involving property appraisal disputes. Supervision is exercised over subordinate technical and
clerical employees assisting with various phases of the work. General supervision is received from an administrative superior who holds the
incumbent responsible for effective assistance in a variety of litigation processes.

ILLUSTRATIVE TASKS

Prepares files for the Property Appraiser and County Attorney on court cases filed by taxpayers; assists in answering the court complaint,
reviewing the court complaint for errors or possible dismissal, describing the subject property and any unusual circumstances surrounding the

case, and selecting documents to be included in the file.

Preparesfiles for the Property Appraiser and the County Attorney on court cases filed by the Property Appraiser; explains reasons for filing
the court case, describes subject property, and selects documents to be included in the file.

Provides responses to complex discovery questions including answering interrogatory requests for production and admissions submitted to
the Property Appraiser by the opposing attorney.

Reviews documents and proposal's submitted by the taxpayer for settlement purposes.

Discusses possible resolutions of court cases with Property Appraiser officials and the County Attorney; attends mediation and settlement
meetings; calculates taxes and interest due on settlement values; assists in the negotiation of settlements.

Produces documents to opposing attorneys; reviews subject property and sel ects appropriate documents, files and books.
Attends depositions and trials with the County Attorney; suggests strategies and lines of questioning.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes |eave and overtime; evaluates and rates
employee performance.

Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS

Thorough knowledge of statutes, ordinances, court rulings and other regulations pertaining to the appraisal of personal property for Ad
Valorem taxation.

Thorough knowledge of appraisal methods and techniques used in the assessment of real, tangible and intangible personal property and land
for the purposes of tax assessment.

Considerable knowledge of legal procedures related to litigation filed by taxpayers against the Property Appraiser or by the Property
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Property Appraiser Legal Specialist 2 (000138)
Appraiser against taxpayers.

Considerable knowledge of legal descriptions, deeds, mortgage documents, contracts and closing statements, pertaining to the purchase and
sale of real estate, and related documents used for property appraisal purposes.

Considerable knowledge of public relations principles and techniques.

Knowledge of supervisory principles and practices.

Ability to apply advanced principles of property appraisal to accurately access the value of property for purposes of tax assessment.
Ability to supervise subordinates in amanner conducive to full performance and high morale.

Ability prepare files for the Property Appraiser and the County Attorney on court cases filed by taxpayers or cases filed by the Property
Appraiser.

Ability to exercise tact and diplomacy in dealing with taxpayers and their representatives concerning tax assessment litigation.

Ability to communicate clearly and concisely, verbally and in writing.

NEW 10-96

Nature Of Work
Thisis advanced technical and supervisory work in the handling of legal actions for the Property Appraiser.
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Property Appraiser Supervisor 1 (000140)

Minimum Qualifications

Currently employed by Miami-Dade County with three years of experience as a Personal Property Evaluator 1,
Personal Property Evaluator 2, Real Estate Evaluator 1 or Real Estate Evaluator 2; or One year of experiencein the
County service as a Property Evaluation Specialist and/or Income Evaluation Specialist is required. Must possess
Certified Florida Evaluator certification.

Job Specifications

NATURE OF WORK

Thisis advanced technical and supervisory work in planning work activities of a specialized section in the Property Appraisal Department.

Employeesin this class are responsible for planning, assigning and reviewing the work of technical and clerical subordinates engaged in
varied activities for purposes of estimating the value of real property for Ad Valorem taxation. Responsibilities include planning and
scheduling field and office work to meet deadlines, monitoring work progress, assisting subordinates with work-related problems, responding
to taxpayer correspondence and telephone calls, performing research and analyzing assessments, and preparing cases for and attending Value
Adjustment Board hearings. Some incumbents may be assigned to specialized combinations of responsibilities with emphasisin data
processing operations, litigation preparation, or other areas. Independent judgment is exercised in the application of property appraisal
methods and techniques, in dealing tactfully with taxpayers, and in ensuring the efficient operation of the unit. Supervision is exercised over
astaff of technical and clerical employees engaged in real property assessment activities or in various support capacities. Supervisionis
received from atechnical and administrative superior who reviews work for achievement of unit goals and objectives.

ILLUSTRATIVE TASKS
Plans, assigns and reviews the work of subordinate property appraisal evaluators, specialists and clerks; plans and schedules field and office
assignments; conducts meetings to explain instructions and discuss changes; trains employees in methods and procedures, and assists with

difficult and unusual problems; prepares regular reports on work progress.

Responds to taxpayer correspondence and telephone calls; interviews taxpayers and agents to explain assessments; conducts research on
claims for adjustments and for defense of assessed values.

Supervises subordinates engaged in formulating assessments for income-producing properties, preparing for Vaue Adjustment Board
hearings, verifying and analyzing real estate sales transactions for the commercial sales database, and performing surveys and analyses

involving ratio studies related to income and expenses for various property types.

Reviews staff recommendations and negotiates settlements with taxpayers and agents, in lieu of Value Adjustment Board hearings or
litigation; explains methods and procedures used and regulations related to assessments.

Assistsin preparing cases for litigation; reviews specia master's reductions; conducts research to assist case and produce required
documents; reviews cases for possible settlement, attends Value Adjustment Board meetings, calculates settlement figures including taxes
interest and penalties; assists County Attorney's Office as required.

Coordinates work with other sections of the Property Appraisal Department.

Keeps informed on changes in regulations related to assessments, conditions in the real estate market, and the economy.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS
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Property Appraiser Supervisor 1 (000140)

Considerable knowledge of statutes, ordinances, court rulings and other regulations pertaining to the appraisal of personal property for Ad
Vaorem taxation.

Considerable knowledge of appraisal methods and techniques used in the assessment of real, tangible and intangible personal property, and
land for purposes of Ad Vaorem taxation.

Considerable knowledge of legal descriptions, deeds, mortgage documents, contracts and closing statements pertaining to the purchase and
sale of rea estate, and related documents used for property appraisal purposes.

Considerable knowledge of public relations principles and practices.

Knowledge of supervisory principles and practices.

Knowledge of modern office administration practices and procedures.

Ability to plan, assign and review the work of subordinatesin a manner conducive to full performance and high morale.

Ability to apply advanced principles of property appraisa to accurately assess the value of real property for purposes of Ad Vaorem
taxation.

Ability to exercise tact and diplomacy in dealing with taxpayers concerning assessments for Ad Valorem taxes.
Ability to interpret and explain complex property appraisal methods and the provisions of property appraisal statutes and ordinances.
Ability to defend assessments before the Value Adjustment Board or at court hearings.

Ability to communicate clearly and concisely, verbally and in writing.

REV 9-94

Nature Of Work
Thisis advanced technical and supervisory work in planning work activities of a specialized section in the Property Appraisal Department.
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Property Appraiser Supervisor 2 (000141)

Minimum Qualifications

Must possess designation as a Certified Florida Evaluator. Four years of experience as a Personal Property Evaluator
1, Personal Property Evaluator 2, Real Estate Evaluator 1 or Real Estate Evaluator 2; or High school diplomaor

GED. Two years of experience as a Property Evaluation Specialist, Income Evaluation Specialist, or Property
Appraiser Supervisor 1 are required.

Job Specifications

NATURE OF WORK

Thisis advanced technical and supervisory work in planning and managing multiple functions of the Property Appraisal Department.
Employeesin this class are responsible for supervising, through subordinate supervisors, the work of technical and clerical employees
engaged in evaluating property for tax assessment purposes or functioning in various support capacities. Responsibilitiesinclude assisting in
organizing resources and establishing priorities to complete scheduled departmental work assignments, developing new and revised methods
and procedures, assisting subordinates with complex issues, preparing significant Value Adjustment Board cases and providing expert
testimony, coordinating work with other departmental units and other County departments, directing the processing of Homestead Exemption
applications, and assisting taxpayers, their agents and attorneys with a variety of assessment issues. Incumbents exercise considerable
independent judgment in the application of property appraisal knowledges and techniques to tax assessment problems, in dealing tactfully
and diplomatically with taxpayers, and in managing work to meet required deadlines. Supervision is exercised over supervisory, technical
and clerical employees engaged in various phases of operations. Supervision is received from an administrative superior who reviews work
for efficient and effective management of assigned responsibilities.

ILLUSTRATIVE TASKS

Plans, assigns, and reviews the work of subordinate supervisory employees, property appraisal evaluators, specialists, and clerks engaged in
evaluating property or serving in various support capacities.

Assistsin organizing resources and establishing priorities to complete work products and meet deadlines; establishes and revises methods
and procedures.

Provides assistance to subordinates on complex tax assessment cases and those with multi-million dollar impact.
Prepares significant Value Adjustment Board cases; conducts negotiations and provides expert testimony, as required.
Approves or denies proposed changes to assessment rolls.

Meets with taxpayers, their agents and attorneys to discuss, resolve and clarify tax assessment issues and problems.

Coordinates work among sections of the Property Appraisal Department and with other County departments involved in property appraisal
and tax assessment activities.

Supervises processing of Homestead Exemption applications; evaluates procedures and recommends enhancements; assistsin resolving
complex questions and problems.

Receives and processes new applications for Ad Valorem Tax Exemptions; coordinates field inspections of properties, confers with County
attorneys on granting or denying exemptions, responds to taxpayers, testifies at depositions and in court actions, as required.

Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS

Thorough knowledge of statutes, ordinances, court rulings and other regulations pertaining to the appraisal of personal property for Ad
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Vaorem taxation.

Thorough knowledge of appraisal methods and techniques used in the assessment of real, tangible and intangible personal property, and land
for purposes of tax assessment.

Considerable knowledge of the principles and practices of public administration.

Considerable knowledge of legal descriptions, deeds, mortgage documents, contracts and closing statements, pertaining to the purchase and
sale of real estate, and related documents used for property appraisal purposes.

Considerable knowledge of supervisory principles and practices.

Considerable knowledge of public relations principles and techniques.

Ability to plan, assign and review the work of subordinatesin a manner conducive to full performance and high morale.

Ability to devise and install new and revised procedures and methods to improve efficiency and effectiveness of office and field operations.
Ability to apply advanced principles of property appraisal to accurately assess the value of property for purposes of tax assessment.

Ability to exercise tact and diplomacy in dealing with tax- payers and their representatives concerning tax assessment issues and problems.
Ability to interpret and explain complex property appraisal methods and the provisions of property appraisal statutes and ordinances.
Ability to defend assessments before the Value Adjustment Board or at court hearings.

Ability communicate clearly and concisely, verbally and in writing.

NEW 10/93
Nature Of Work
Thisisadvanced technical and supervisory work in planning and managing multiple functions of the Property Appraisal Department.
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Property Appraiser Supervisor 3 (000142)

Minimum Qualifications

Bachelor's degree in Business Administration, Public Administration, Real Estate, or arelated field. Three years of
experience in mass appraisal of real estate or personal property to include one year of experience in a supervisory
capacity are required. Must possess designation as a Certified Florida Evaluator.

Job Specifications

NATURE OF WORK

Thisis advanced responsible administrative and supervisory work in planning and directing diversified functions of the Property Appraisal
Department.

Employeesin this class are responsible for directing, through subordinate supervisors, the work of technical and clerical employees engaged
in evaluating property for tax assessment purposes or functioning in various specialized or support capacities. Responsibilitiesinclude
organizing resources and establishing priorities to complete scheduled work assignments, overseeing staff participation in Value Adjustment
Board hearings, performing advanced technical work in property appraisal, preparing significant Vaue Adjustment Board cases, directing
public service activities, coordinating work with other departmental units and other County departments, and assisting taxpayers, their agents
and attorneys with a variety of assessment issues. |ncumbents exercises considerable independent judgment and technical expertisein
directing property appraisal activities and functions, and in applying advanced property appraisal methods and techniques to tax assessment
problems. Supervision is exercised over supervisory, technical and clerical employees engaged in avariety of appraisal functions or
specialized activities. General supervision is received from an administrative superior who holds the incumbent responsible for achievement
of established goals and objectives.

ILLUSTRATIVE TASKS

Plans, assigns and reviews the work of subordinate supervisory employees, technical field and office personnel and clerical employees
engaged in avariety of activitiesincluding making and recording evaluations of tangible and intangible personal property for tax assessment
purposes, ng buildings and land, maintaining maps and records in conformance with legal descriptions, processing Homestead

Exemption applications, participating in Value Adjustment Board processes and hearings, and performing other duties.

Interprets and explains statutory requirements, rules, regulations and procedures pertaining to the appraisal/assessment process, including
administrative and judicial review procedures, to employees, taxpayers, their agents and attorneys.

Personally determines the value for assessment of special or complex properties, including public utilities, major airlines, cable TV
companies, and similar properties.

Oversees staff participation in Vaue Adjustment Board hearings, and presents and defends Property Appraiser's position where high values
and/or important issues are involved.

Coordinates work among sections and divisions of the Property Appraisal Department and with other County departmentsinvolved in
property appraisal and tax assessment activities.

Coordinates departmental data processing activities; plans devel opment and monitors current projects; prepares design criteria and
participatesin analysis, programming and implementation phases of projects.

Develops guidelines and procedures for physical and audit appraisal methods, Homestead Exemption processing, and other functions, and
trains employees.

Keepsinformed on current developments affecting property appraisal functions, including legislative changesin local and state policies and
procedures.

Prepares detailed reports, summaries and correspondence.
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Meets with and assists municipalitiesin compliance with uniform tax roll; explains techniques used in arriving at assessments.
Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS

Extensive knowledge of statutes, ordinances, court rulings and other regulations pertaining to the appraisal of personal property for tax
assessment purposes.

Extensive knowledge of appraisal methods and techniques used in the assessment of real, tangible and intangible personal property, and land
for purposes of tax assessment.

Thorough knowledge of the principles and practices of public administration.

Thorough knowledge of legal descriptions, deeds, mortgage documents, contracts and closing statements pertaining to the purchase and sale
of real estate, and related documents used for property appraisal purposes.

Thorough knowledge of public relations principles and techniques.

Thorough knowledge of supervisory principles and practices.

Ability to plan, direct and coordinate the work of field and office employeesin a manner conducive to full performance and high morale.
Ability to devise and install new and revised procedures and methods to improve efficiency and effectiveness of office and field operations.
Ability to apply advanced principles of property appraisal to accurately assess the value of property for purposes of tax assessment.

Ability to exercise tact and diplomacy in dealing with taxpayers and their representatives concerning tax assessment issues and problems.
Ability to interpret and explain complex property appraisal methods and the provisions of property appraisal statutes and ordinances.
Ability to defend assessments before the Vaue Adjustment Board or at court hearings.

Ability to communicate clearly and concisely, verbally and in writing.

NEW 10-93

Nature Of Work
Thisis advanced responsible administrative and supervisory work in planning and directing diversified functions of the Property Appraisal
Department.
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Senior Property Appraiser Supervisor (000144)

Minimum Qualifications
Bachelor's degree. A minimum of four to six years professional experience in mass appraisal or personal property to

include supervisory experience isrequired. Must possess a Certified Florida Evaluator Designation.

Job Specifications
NATURE OF WORK

Thisis advanced responsible managerial work planning and organizing all operations of the Public Service and Exemptions Division of the
Property Appraisal Department.

An employeein this classis responsible for the maintenance and completion of assessment roll recapitulation reports required by the
Department of Revenue and completion of al elementsrelating to Truth in Millage (TRIM) compliance and the annual property tax
assessment notice. Responsibilities include coordinating all TRIM compliance and recapitulation reports with al taxing authorities; acting as
the liaison with the State of Florida Department of Revenue, municipalities, other taxing authorities, the Office of Strategic Business
Management (OSBM) and all other state and county offices; and coordinating the department's Public Outreach Program. Additional
responsibilities include overseeing the operation of the department's exemption investigations and lien process and maintenance of all
records; liaising with the Finance Department to insure coordination with the Tax Collectors Office on all assessment matters; determination
of exempt status on government property; preparing defense of exemptions for circuit court litigation and compliance with Amendment 10
legislation. The incumbent exercises considerable independent judgment and technical expertise in directing property appraisa activities and
functions and in applying advanced property appraisal methods and techniques to tax assessment problems. Supervision is exercised through
subordinate supervisors over professional, technical and clerical employees engaged in avariety of appraisal functions. General supervision
isreceived from an administrative superior who holds the incumbent responsible for achievement of established goals and objectives.
ILLUSTRATIVE TASKS

Plans and organizes the operations of the Exemption and Public Service Division.

Maintains and ensures completion of recapitulation reports, TRIM compliance and annual assessment notices; assistsin budget preparation.
Acts as liaison with municipalities, other taxing authorities, Florida Department of Revenue, OSBM, and other state and county offices.
Oversees Amendment 10 compliance operations.

Oversees exemption investigation operations.

Oversees government exemption litigation to include court preparation and depositions; maintains exemptions and reviews applications.
Acts as the department's public relations coordinator.

Oversees specia projects including productivity studies, Amendment 10 compliance and training activities.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.
KNOWLEDGE, SKILLSAND ABILITIES
Thorough knowledge of administrative and technical operationsin a mass appraisal operation.

Thorough knowledge of State of Florida statutes and regulations governing the mass appraisal process.
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Thorough knowledge of county administrative operations.

Thorough knowledge of supervising principles and techniques.

Thorough knowledge of data processing requirements and activities pertaining to tax assessment functions.

Through knowledge of public relations principles and techniques.

Ability to provide accurate reconciliation reports for the Florida Department of Revenue reporting and assessment roll approval.

Ability to provide accurate TRIM notices to inform the public of their overall property tax situation.

Ability to make determinations of exempt status on government property and defend exemptionsin court.

Ability to plan, direct and coordinate the work of subordinatesin a manner conducive to full performance and high morale.

Ability to exercise tact and diplomacy in dealing with taxpayers and their representatives concerning tax assessment issues and problems.
Ability to communicate clearly and concisely, both verbally and in writing.

NEW 04/02/2007

Nature Of Work
Thisis advanced responsible managerial work planning and organizing all operations of the Public Service and Exemptions Division of the
Property Appraisal Department.
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Property Appraiser Projects Administrator (000146)

Minimum Qualifications
Bachelor's degree in Public Administration, Business Administration, Economics, Finance or related field.

Two years experience in budget preparation and procurement procedures is required.

Job Specifications
NATURE OF WORK

Thisis advanced responsible project management work in the study of mass appraisal operating systems for the Miami-Dade County
Property Appraisal Department.

An employeein this classis responsible for conducting complex studies of departmental mass appraisal operating systems which control
cost, market and income approaches to value and other elements of tax roll preparations. Responsibilities include preparing mass appraisal
study recommendations, evaluating departmental data processing operations, supervising implementation of new or revised computer
systems, preparing and monitoring the annual departmental budget, managing departmental records in accordance with state regulations, and
coordinating training in mass appraisal processes and related techniques. The incumbent exercises considerable independent judgment in the
analysis of mass appraisal operating systems and in the development of effective recommendations for improvementsin departmental
operations. Supervision may be exercised over subordinates on a project basis. General supervision isreceived from an administrative
superior who hold the incumbent responsible for effective project management and achievement of desired goals and objectives.
ILLUSTRATIVE TASKS

Conducts studies of complex departmental mass appraisal operating systems which control cost, market and income approaches to value and
other elements of tax roll preparation and makes recommendations for improvements.

Assistsin the planning and management of departmental data processing operations.

Supervises the implementation of computer system changes or implementation of new systems; coordinates development of computer
programs for assessment system changes; monitors revised system operations.

Supervises clerical and specialized property appraisal employees on a project basis as required.
Prepares and monitors annual departmental budget; analyzes expenses and informs superiors of budget status.

Manages departmental records in conformance with state regul ations governing assessment records; advises superiors on need for changes or
other actions in documents used in the computer-assisted mass appraisal process or other functions of the department.

Assesses training needs and plans for training of departmental staff in cost, market and income approaches to value, the mass appraisal
process, assessment administration and management techniques; prepares department newsl etter.

Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS
Thorough knowledge of property tax assessment and the mass appraisal process.

Thorough knowledge of research techniques and sources and availability of current information pertaining to mass appraisal operating
systems.

Thorough knowledge of data processing systemsin use in the Property Appraisal Department.

Considerable knowledge of departmental legal, procedural and administrative regulations.
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Knowledge of supervisory principles and practices.
Knowledge of budget preparation and administration.
Knowledge of the development and installation of specialized training programs.
Knowledge of state statutes pertaining to tax assessment records and documents.
Ability to analyze complex mass appraisal operating systems and make effective recommendations for improvements.
Ability to assist in directing the implementation of new or revised computer systems.
Ability to analyze expendituresin relation to established budgets and furnish budget information to management officials.
Ability to analyze departmental records and documents and assure conformance with state requirements.
Ability to plan and develop specialized training programs related to mass appraisal operating systems.
Ability to exercise resourcefulness and ingenuity in the design and improvement of work systems and methods.

Ability to establish and maintain effective working relationships with a variety of departmental and County officials.

NEW 10-95

Nature Of Work
Thisis advanced responsible project management work in the study of mass appraisal operating systems for the Miami-Dade County
Property Appraisal Department.
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Manager, PA Administration (000147)

Minimum Qualifications
Bachelor's degree. A minimum of four to six years of professional administrative experience to include budget

preparation, personnel administration, finance and supervisory experience are required.

Job Specifications
NATURE OF WORK

Thisis advanced responsible administrative work developing and administering the budget for the Property Appraisal Department.

An employeein this classis responsible for developing and submitting the departmental budget to the State of Florida Department of
Revenue as required by Chapter 195.087 Florida Statutes. Responsibilities include managing the department's procurement system to
include bids, contracts and ADPICS operations; managing salary and fringe expenditures; the oversight of all personnel operations;
conducting operating system studies for department divisions, recommending system changes and assisting in the establishment of
productivity standards; assisting the divisions with their training needs; acting as the department's Affirmative Action Officer and ensuring
compliance with state record retention laws. The incumbent exercises considerable independent judgment in determining adequate, but not
excessive funding and staffing to maintain operations and enhance the potential for savings. Supervision is exercised through subordinate
supervisors over professional, technical and clerical employees engaged in avariety of administrative support activities. General supervision
isreceived from an administrative superior who holds the incumbent responsible for achievement of established goals and objectives.
ILLUSTRATIVE TASKS

Develops department budget for submission to OSBM and the State of Florida Department of Revenue; monitors all fiscal operations.
Supervises personnel management operations to include performance eval uation operations and appeals, disciplinary actions and appeals,
payroll operations, recruitment operations, reclassifications, labor relations, table of organization, tuition refunds and all other personnel
matters.

Conducts operating system studies; recommends changes and production standards.

Plans and supervises record retention program for the department.

Manages all aspects of the county's affirmative action program for the department.

Plans and coordinates all departmental training operations.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, SKILLSAND ABILITIES

Thorough knowledge of budgeting, personnel and productivity analysis operations in a mass appraisal setting.
Thorough knowledge of the organization and operations of the Property Appraisal Department.

Thorough knowledge of Florida Statutes and Florida Department of Revenue rules and regulations relating to the property assessment
process.

Thorough knowledge of all county rules and regulations relating to personnel administration, budgeting and procurement.

Thorough knowledge of the State of Florida Record Retention laws.
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Thorough knowledge of Affirmative Action laws.
Thorough knowledge of supervisory principles and techniques.

Ability to determine adequate funding and devel op the department budget to enhance productivity gains and insure a property tax revenue
stream sufficient for county operations.

Ability to insure that departmental expenditures do not exceed funding.

Ability to insure adequate staffing to maintain departmental operations.

Ability to review and improve operating systems and establish productivity standards to ensure efficiency of operations and enhance revenue.
Ability to make fair determinations regarding claims of discrimination or harassment.

Ability to plan, direct and coordinate the work of subordinatesin a manner conducive to full performance and high morale.

Ability to communicate clearly and concisely, both verbally and in writing.

NEW 04/02/2007

Nature Of Work
Thisis responsible professional administrative work managing the budgetary, personnel, and procurement activities for the Office of the
Property's Appraiser's.
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Director, PA Commercial Valuation Division (000149)

Minimum Qualifications

Bachelor's degree. Five years of supervisory experience in real estate assessment operations to include experience in
mass appraisal of commercial property are required. A Certified Florida Evaluator designation or equivalent is
required.

Job Specifications

NATURE OF WORK

Thisis advanced responsible managerial work directing activities of the Commercial Valuation Division of the Miami-Dade Property
Appraisal Department.

An employeein this classis responsible for planning and organizing the operations of the Commercial Assessments District, the Value
Adjustment Board and the Sales Verification section. Responsibilitiesinclude preparing annual assessments on all types of commercial
properties; monitoring the statistical analysis resulting from assessed value changes and making decisions on final value estimates; managing
and coordinating the scheduling of appeal hearings and assignment of cases and monitoring the appeal hearing results; and planning and
organizing the operations of the Sales Verification section responsible for the validity of real estate deed data, interpreting the data contained
on the deed and verification of the data from the principals. The incumbent exercises considerable independent judgment in effectively
managing areas of responsibility to ensure the accuracy of commercial real estate assessments. Supervision is exercised through subordinate
supervisors over professional, technical and clerical employees engaged in avariety of commercial real estate assessment functions. General
supervision is received from an administrative superior who holds the incumbent responsible for achievement of established goal's and
objectives.

ILLUSTRATIVE TASKS

Plans, directs and supervises subordinates engaged in various phases of divisional operations.

Plans and supervises the annual market analysis of commercial real estate.

Reviews market data and sales districts.

Supervises assessment changes.

Prepares assessments/appraisals on high value properties.

Supervises the Vaue Adjustment Board hearings and schedules; reviews preparation of cases for the Value Adjustment Board and the results
of the hearings.

Supervises the Sales Verification section; analyzes sales verification data and monitors preparation of sales analysis database.
Meets with Property Appraiser and other agents.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.
KNOWLEDGES, SKILLSAND ABILITIES
Thorough knowledge of all aspects of the real estate industry and appraisal practices.

Thorough knowledge of the principles of management and business administration.
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Thorough knowledge of computer operations used by the department.

Thorough knowledge of the "Income, Cost, and Market Approach” to value used to prepare annual assessments on all types of commercial
property.

Thorough knowledge of the organization and operations of the Property Appraisal Department.

Thorough knowledge of Florida Statutes and Florida Department of Revenue rules and regulations relating to the property assessment
process.

Thorough knowledge of supervisory principles and techniques.
Ability to prepare assessments on high value commercial properties.

Ability to recommend goals based on market data, direct market research via market and income data gathering, establish benchmark income
approach relative to market classes and activity and assign tasks to staff.

Ability to monitor the statistical analysis resulting from assessed changes and make decisions on final estimates.
Ability to direct the preparation of cases scheduled before the Vaue Adjustment Board.
Ability to analyze sales verification data and monitor the preparation of the sales analysis database.

Ability to establish and maintain effective working relationships with subordinates, superiors and officials of other public and private
organizations.

Ability to plan, direct and coordinate the work of subordinatesin a manner conducive to full performance and high morale.
Ability to communicate clearly and concisely, both verbally and in writing.

NEW 04/03/2007
Nature Of Work

Thisis advanced responsible managerial work directing activities of the Commercial Valuation Division of the Miami-Dade Property
Appraisal Department.
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Director, PA Residential Valuation Division (000150)

Minimum Qualifications

Bachelor's degree. A minimum of threeto six years of supervisory experience in real estate appraisal operationsto
include experience in mass appraisal of residential property isrequired. Must possess a Certified Florida Evaluator
designation.

Job Specifications

NATURE OF WORK

Thisis advanced responsible managerial work directing activities of the Residential Valuation Division of the Miami-Dade Property
Appraisal Department.

An employeein this classis responsible for planning and organizing the operations of the Residential Vauation Division. Responsibilities
include planning the short and long range production cycles of the division; assisting in the determination of market areas to be reviewed for
assessment changes and approving changes recommended by staff and staff development. The incumbent exercises considerable
independent judgment in effectively managing areas of responsibility to ensure the accuracy of residential real estate assessments.
Supervision is exercised through subordinate supervisors over professional, technical and clerical employees engaged in a variety of
residential real estate assessment functions. General supervision is received from an administrative superior who holds the incumbent
responsible for achievement of established goals and objectives.

ILLUSTRATIVE TASKS

Plans, directs and supervises subordinates engaged in various phases of divisional operations; supervises assistants and reviews their
operational areas; plans the weekly, monthly or operational cycles of the division.

Plans production standards and deadlines for division sections.
Analyzes department wide production; analyzes section task systems for enhancement or change.
Conducts market studies; directsreal estate districts as to market studies.

Reviews recommendations for assessment change via the Property Appraiser Adjustment Board (PAAB) or tax roll; meets with tax payers or
agents.

Confers on assessment litigation with staff; supervises staff training programs.
Coordinates assessment projects with other divisions.
Assistsin data processing reviews and enhancements.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.
KNOWLEDGES, SKILLSAND ABILITIES

Thorough knowledge of statutes, ordinances, court rulings and other regulations pertaining to the appraisal of personal property for tax
assessment purposes.

Thorough knowledge of Florida Statutes and Florida Department of Revenue rules and regulations relating to the property assessment
process.
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Thorough knowledge of all aspects of the real estate industry and appraisal practices.
Thorough knowledge of the computerized mass appraisal database and other computer programs used by the department.
Thorough knowledge of the mass appraisal process and property tax assessment procedures.

Thorough knowledge of the "Income, Cost and Market Approach” to value used in the assessment of real estate and land for purposes of tax
assessment.

Thorough knowledge of the organization and operations of the Property Appraisal Department.

Thorough knowledge of supervisory principles and techniques.

Thorough knowledge of the principles of public relations.

Ability to prepare assessments on residential properties.

Ability to conduct production, time and motion, and work standard studies.

Ability to prepare tax roll projections and tax roll statistical knowledge.

Ability to monitor the statistical analysis resulting from assessed changes and make decisions on final estimates.

Ability to establish and maintain effective working relationships with subordinates, superiors and officials of other public and private
organizations.

Ability to plan, direct and coordinate the work of subordinatesin a manner conducive to full performance and high morale.
Ability to communicate clearly and concisely, both verbally and in writing.

NEW 04/04/2007
Nature Of Work

Thisis advanced responsible managerial work directing activities of the Residential Valuation Division of the Miami-Dade Property
Appraisal Department.
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Minimum Qualifications
Bachelor's degree. A minimum of four to seven years of progressively responsible experience in acomplex data

processing organization to include one year of experience in a supervisory capacity is required.
Job Specifications
NATURE OF WORK

Thisis advanced responsible technical, administrative and managerial work directing activities of the Property Appraiser Information
Services Division of the Miami-Dade Property Appraisal Department.

An employeein this classis responsible for planning and organizing all departmental information technology resources and staff.
Responsibilities include the formulation of policy, plans and objectives for information technology; integrating and planning technology for
operational efficiency; and developing and maintaining department wide strategic and information technology tactical plans. Additional
responsibilities include communicating and discussing complex technical issues with both technical and non-technical audiences, working
with management and staff to maintain effective channels of communication and proactive involvement with the Florida Department of
Revenue information technology initiatives. The incumbent exercises considerable independent judgment in effectively managing areas of
responsibility to ensure that department wide strategic and information technology tactical plans align department technology investments
with business needs and processes. Supervision is exercised through subordinate supervisors over professional, technical and clerical
employees engaged in a variety of information technology functions. General supervision is received from an administrative superior who
holds the incumbent responsible for achievement of established goals and objectives.

ILLUSTRATIVE TASKS

Studies departmental business processes and develops and implements strategic plans and projects to align information technology needs
with department's business functions; conducts feasibility studies, cost/benefit analysis and prioritizes information technology projects;
formul ates objectives and system development requirements to implement strategies and tactical plans; plans for proper staffing levels;
coordinates projects with the Chief Information Officer to implement cohesive integration of departmental technology with county wide
technology projects.

Plans and administers the information technology budget for the department and the division; prepares annua budget and supportive
documents; monitors monthly performance comparing actual expenses to budgeted funds; administers information technology operating
budget to include monthly monitoring of expenditures.

Plans, assigns and reviews the work of professional and technical subordinates engaged in systems design, analysis, programming,
operations, systems management, network management and training and support of all departmental technology systems and applications;
assures that systems developed, designed and implemented meet departmental goals and needs; sets priorities for the work unit and
establishes the vision, goals and objectives for the unit's daily work; provides technical guidance and long term direction.

Develops and maintains departmental information technology standards and policies; ensures proper software development tools, hardware
and software standards and proper network infrastructure to ensure proper growth for technology equipment; acts as liaison for countywide
applications and establishment of proper policy.

Develops Professional Services and Maintenance Agreements; monitors all contracts to ensure department has the proper agreementsin
place with sufficient funding to satisfy the department's business needs; evaluates and procures all departmental hardware and software

technology.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, SKILLSAND ABILITIES



@ Human Resour ces Department

Deliverine Excellence Every Day
& J =N

Chief, Property Appraiser Information Services Division (000153)

Thorough knowledge of systems analysis and design, and computer programming.

Thorough knowledge of the design, capabilities, cost effectiveness and technical maintenance of vendor hardware and software.
Thorough knowledge of the technical maintenance of vendor hardware and software.

Thorough knowledge of complex data processing operations.

Thorough knowledge of advanced computer software and hardware including programming languages, software packages and modern
peripheral equipment.

Thorough knowledge of the capabilities and cost of hardware and software resources.
Considerable knowledge of principles and practices of supervision applicable to technical staff.
Considerable knowledge of the theory of management and the installation and evaluation of administrative procedures.

Thorough knowledge of State of Florida Department of Revenue statutory requirementsin the tax roll submission; annual assessment notices
and production and submission of tax roll related reports

Thorough knowledge of the organization and operations of the Property Appraisal Department.
Thorough knowledge of supervisory principles.
Ability to make decisions based on sound judgment and to eval uate progress of the overall service.

Ability to interpret system statements; develop general and detailed flow charts and to prepare descriptions of hardware and software
configurations.

Ability to define application and operation problems and to develop solutions.

Ability to detect malfunctionsin vendor hardware and software and to coordinate effectively with vendor representativesin the solution of
equipment related problems.

Ability to furnish competent technical advice on systems capability in the design of complex systems.

Ability to establish and maintain effective working relationships with subordinates, superiors and officials of other public and private
organizations.

Ability to plan, direct and coordinate the work of subordinatesin a manner conducive to full performance and high morale.

Ability to communicate clearly and concisely, both verbally and in writing.

NEW 04/04/2007
Nature Of Work

Thisis advanced responsible technical, administrative and managerial work directing activities of the Property Appraiser Information
Services Division of the Miami-Dade Property Appraisal Department.
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Property Appraiser (000156)

Minimum Qualifications

Job Specifications
NATURE OF WORK

Thisis highly responsible executive level work in planning and directing the activities of the Miami-Dade County Property Appraiser
Department.

An employeein this classis responsible for serving as a constitutional officer and directing all County operations required for the production
and defense of the annual property tax roll. Responsibilitiesinclude planning and directing all tax roll functions in conformance with Florida
Statutes and Department of Revenue rules and regulations, establishing and installing departmental policies, directing complex divisiona
property appraisal operations, supervising fiscal activities and preparation of the annual departmental budget, and maintaining contacts with
other property tax officials, taxing authorities and appraisal associations. The incumbent exercises extensive independent judgment and
professional managerial knowledge in the administration of alarge and complex property appraisal operation. Supervision is exercised
through subordinate executives and supervisors over alarge staff of professional, technical and clerical employees. General directionis
received from the County Manager who holds the incumbent responsible for the professional management of departmental operations and
completion of the annual property tax roll in accordance with applicable regulations.

ILLUSTRATIVE TASKS

Plans, directs and coordinates, through subordinate executives and supervisors, complex property appraisal activities including making and
recording evaluations of tangible and intangible personal property for tax assessment purposes, assessing buildings and land, maintaining
maps and records in conformance with legal descriptions, processing Homestead Exemption applications, and participating in Vaue

Adjustment Board processes and hearings.

Establishes department programs, functions and direction; sets goals and objectives and monitors their achievement; eval uates departmental
operations and their effectivenessin meeting statutory requirements and the needs of the citizens of Dade County.

Reviews organizational patterns, work relationships, data reporting systems and staff responsibilities; structures the organization of the
department to effectively achieve organizational goals.

Reviews and approves division budgets, disbursements, capital expenditures and departmental charges; directs preparation of departmental
annual budget; analyzes expenditures to ensure maximum production at minimum cost.

Attends meetings with property owners and their agents to discuss and resolve property appraisal issues; meets with County Attorney's with
regard to property appraisal litigation.

Coordinates property appraisal activities with the Mayor's Office, Board of County Commissioners and other County departments as
required.

Directs preparation of resolutions and reports for the Board of County Commissioners.

Attends local, state and national professional meetings and conferences to keep abreast of current developments in the field of property
taxes.

Meets with executive, supervisory and administrative employees to discuss and resolve budgetary issues, policies and procedures, proposed
legislation, new or revised property appraisal regulations, work progress, and other subjects.

Makes decisions regarding hiring, discipline and promotion of subordinates; reviews performance reports prepared by subordinates and rates
employee performance; exercises authority for departmental personnel actions consistent with collective bargaining agreements, County
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personnel rules and all other applicable rules and regulations.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS
Extensive knowledge of the organization, interrelationships and activities of the Miami-Dade Property Appraiser Department.

Extensive knowledge of the mission, goals and objectives of the department in meeting the needs of the citizens of Dade County and
statutory requirements.

Extensive knowledge of the principles of general management, business and public administration.

Thorough knowledge of appraisal methods and techniques used in the assessment of real, tangible and intangible personal property, and land
for purposes of tax assessment.

Thorough knowledge of Florida Statutes and the Department of Revenue rules and regulations pertaining to the production of the annual
property tax roll.

Thorough knowledge of supervisory principles and practices.
Thorough knowledge of public relations principles and techniques.

Ability to apply advanced professional knowledge of the principles of management and public administration in directing, supervising and
coordinating alarge and complex County property appraisal operation.

Ability to plan, organize and coordinate, through subordinate executives and supervisors, the work of subordinates in a manner conducive to
full performance and high morale.

Ability to delegate the authority to subordinates necessary to complete responsibilitesin varied departmental activities.
Ability to communicate clearly and concisely, verbally and in writing, to groups and individuals.

Ability to establish and maintain effective working relationships with subordinates, senior County management, elected officials, the public,
and officials of other public and private organizations.

Ability to exercise judgment and discretion in devising, installing and interpreting departmental and County policies, rules and regulations.

Ability to determine if departmental standards, objectives and goals are being met and to redirect priorities as necessary.

REVISED 01/98

The Property Appraiser of Miami-Dade County shall serve asthe head of the Office of the Property Appraiser with the following specific
powers and responsibilities:

(1) The Property Appraiser of Miami-Dade County shall perform the duties and functions pertaining to assessing all property in
Miami-Dade County as required by and in accordance with the Florida Constitution and Florida Statutes, including but not limited to the

following specific responsibilities:

a. Annua determination of exempt status, classification and valuation of real and personal property in Miami-Dade County;
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b. Preparation of real and personal property tax rolls.
c. Delivery of real and personal property tax rolls to the Department of Revenue and taxing authorities within Miami-Dade County;
d. Certification of value to al taxing authorities for purposes of preparation of budget[s] and adoption of millage[s)].

e. Mailing of TRIM ("Truth and Responsibility in Millage") noticesto all property ownersin Miami-Dade County under the mark, brand or
seal of the Property Appraiser of Miami-Dade County.

f. Certification of the assessment rolls to the Tax Collector.

g. Completion of any pending or unfinished tasks or duties that were originally begun or undertaken by the Miami-Dade County Property
Appraisal Department or the predecessor Property Appraiser.

(2) The Property Appraiser may sue and be sued in his or her name and officia capacity in cases involving assessment challenges or related
issues. Any suit by or against the Property Appraiser may be settled or compromised by the Property Appraiser and the County Attorney or
their designees, if the Property Appraiser and County Attorney determine that said settlement or compromise isin the best interests of
Miami-Dade County after considering the legal liability, potential litigation expenses, potential financial exposure of the County and the
precedential effect of such litigation. The settlement of all such litigation shall be reported quarterly to the County Commission.

(3) The Property Appraiser, upon request of the Mayor and/or the County Manager, shall provide the proposed budget for purposes of
preparing the budget for the Office which will be considered by the Board of County Commissionersin its adoption of the County's annual
budget.

(4) The Property Appraiser may enter into interdepartmental agreements with other County departments as may be necessary to carry out
the purposes and provisions of this ordinance.

(5) The Property Appraiser may enter into agreements with third parties, subject to approval by the Board of County Commissioners.

(6) The Property Appraiser may submit proposed resolutions, ordinances or reports related to his or her duties to the Clerk of the Board of
County Commissioners and such items shall be placed on the next available agenda of the Board of County Commissioners.

(7) The Property Appraiser may become associated with The Florida Association of Property Appraisers; The Property Appraisers
Association of Florida and/or such other organizations dedicated to supporting and advocating on behalf of Property Appraisersin the State
of Florida.

(8) The Property Appraiser may perform any other lawful acts which the Property Appraiser may consider necessary or desirablein
carrying out the purposes and provisions of this ordinance.
Nature Of Work
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Minimum Qualifications
High school diplomaor GED. Four years of advanced secretarial experience are required.
Job Specifications

Nature Of Work
Thisis advanced clerical work involving some administrative responsibility coordinating and processing all requests for information for
public records requests.
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Procurement Vendor Services Specialist (000168)

Minimum Qualifications
Bachelor's degree. Two years of procurement or contract related experience. Additional experience may substitute

for education on ayear-to-year basis. Professional purchasing certification must be attained within atwo year period.
Job Specifications

Nature Of Work
Thisis advanced specialized procurement work in the purchase of goods, commodities, and servicesin the central procurement operation of

the county.
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Minimum Qualifications
High school diplomaor GED. One year of procurement related or relevant experienceis required. Bachelor's degree

may substitute for required experience.

Job Specifications
NATURE OF WORK

Thisisentry level procurement work involving some administrative responsibilities within the Department of Procurement Management.
Employeesin this class are responsible for working with County Departments to devel op and evaluate solicitations for a wide range of
products and services. Emphasis of work is on developing vendor requirements, contract specific language, evaluation criteriafor basic
acquisitions, and ensuring that al purchases are made in accordance with established legal and procedural requirements. Employeesin this
class perform awide range of responsibilities. Supervision isreceived from professional supervisor who periodically reviews work for
technical accuracy and provide technical assistance on complex purchasing assignments.

ILLUSTRATIVE TASKS

Prepares and completes all contract files for senior procurement professionals and their assigned solicitations and contracts, performs general
office duties such as making copies, coordinating meetings and assisting senior procurement professional s with the meeting preparations.

Reviews client department requests and eval uates justification/input documents submitted by client departments to assess appropriate use of
processes.

Assistsin preparation of responses to various requests, conducts market research to identify alternative sources of supply, and performs
special assignments.

Prepares solicitations to promote an open, fair, and competitive selection processes; formulates or creates worksheets in accordance with the
method of award, under the guidance of the contract owner, and creates formulas to facilitate analysis of pricing; createstallies and
completes data tabulation for solicitations.

Reviews requests for non-competitive solicitations (sole sources and bid waivers).

Consults with senior procurement contracting professional s to establish the selection and evaluation criteriain sufficient detail.

Handles simple acquisitions and prepares contract and solicitation documents; prepares requests to advertise and award recommendation
packages; generates memoranda for review and approval.

Collaborates with management in preparation for protest hearings; coordinates with the Department of Small Business Development for
establishment of Small Business Enterprise (SBE) and Micro Business Enterprise (MBE) measures; and consults with the County's Risk

Management Unit to establish insurance requirements for contracts.

Performs contract administration including advising on contractual requirements to contractor and client departments, under the supervision
of senior procurement contracting professionals.

Provides documentation in preparation to resolve contract disputes, supplemental agreements and contract modifications; negotiates simple
contracts, provisions and prices; and prepares responses for public records requests.

Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of large scale purchasing methods and proceduresin an assigned commodity grouping.
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Knowledge of federal, state and local laws, rules, regulations and ordinances effective in governing the purchase of commodities and
services.

Knowledge of specifications, grades, qualities, supply sources and market factors of commodity categories frequently required by
departmentsin the area of assignment.

Knowledge of departmental policies, rules and regulations regarding the purchase of assigned commodity groupings.
Knowledge of methods used in maintaining accurate and systematic procurement records.

Ability to analyze and process a large volume of procurement records and to perform avariety of related clerical work.
Ability to obtain and interpret market prices and trends and apply these to procurement problems.

Ability to maintain effective relationships with departmental officials and vendors.

Ability to prepare invitations to bid and to tabulate and analyze bids.

Ability to communicate effectively, verbally and in writing.

REV 05/11

Nature Of Work
Thisis procurement work in the purchase of commaodities and servicesin the central procurement office of the County.
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Minimum Qualifications
High school diplomaor GED. One year of procurement related or relevant experienceis required. Bachelor's degree

may substitute for required experience.

Job Specifications
NATURE OF WORK

Thisisentry level procurement work involving some administrative responsibilities within the Department of Procurement Management.
Employeesin this class are responsible for working with County Departments to devel op and evaluate solicitations for a wide range of
products and services. Emphasis of work is on developing vendor requirements, contract specific language, evaluation criteriafor basic
acquisitions, and ensuring that al purchases are made in accordance with established legal and procedural requirements. Employeesin this
class perform awide range of responsibilities. Supervision isreceived from professional supervisor who periodically reviews work for
technical accuracy and provide technical assistance on complex purchasing assignments.

ILLUSTRATIVE TASKS

Prepares and completes all contract files for senior procurement professionals and their assigned solicitations and contracts, performs general
office duties such as making copies, coordinating meetings and assisting senior procurement professional s with the meeting preparations.

Reviews client department requests and eval uates justification/input documents submitted by client departments to assess appropriate use of
processes.

Assistsin preparation of responses to various requests, conducts market research to identify alternative sources of supply, and performs
special assignments.

Prepares solicitations to promote an open, fair, and competitive selection processes; formulates or creates worksheets in accordance with the
method of award, under the guidance of the contract owner, and creates formulas to facilitate analysis of pricing; createstallies and
completes data tabulation for solicitations.

Reviews requests for non-competitive solicitations (sole sources and bid waivers).

Consults with senior procurement contracting professional s to establish the selection and evaluation criteriain sufficient detail.

Handles simple acquisitions and prepares contract and solicitation documents; prepares requests to advertise and award recommendation
packages; generates memoranda for review and approval.

Collaborates with management in preparation for protest hearings; coordinates with the Department of Small Business Development for
establishment of Small Business Enterprise (SBE) and Micro Business Enterprise (MBE) measures; and consults with the County's Risk

Management Unit to establish insurance requirements for contracts.

Performs contract administration including advising on contractual requirements to contractor and client departments, under the supervision
of senior procurement contracting professionals.

Provides documentation in preparation to resolve contract disputes, supplemental agreements and contract modifications; negotiates simple
contracts, provisions and prices; and prepares responses for public records requests.

Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of large scale purchasing methods and proceduresin an assigned commodity grouping.
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Knowledge of federal, state and local laws, rules, regulations and ordinances effective in governing the purchase of commodities and
services.

Knowledge of specifications, grades, qualities, supply sources and market factors of commodity categories frequently required by
departmentsin the area of assignment.

Knowledge of departmental policies, rules and regulations regarding the purchase of assigned commodity groupings.
Knowledge of methods used in maintaining accurate and systematic procurement records.

Ability to analyze and process a large volume of procurement records and to perform avariety of related clerical work.
Ability to obtain and interpret market prices and trends and apply these to procurement problems.

Ability to maintain effective relationships with departmental officials and vendors.

Ability to prepare invitations to bid and to tabulate and analyze bids.

Ability to communicate effectively, verbally and in writing.

REV 05/11

Nature Of Work
Thisis procurement work in the purchase of commaodities and servicesin the central procurement office of the County.
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Senior Procurement Contracting Officer (000180)

Minimum Qualifications

Bachelor's degree. A minimum of four to seven years of procurement contracting or related procurement experience
isrequired. Master's Degreeis preferred.

Job Specifications

No Job Specification Available

Nature Of Work
Thisis highly responsible professional managerial work in planning and directing the activities of aunit in the Department of Procurement
Management.
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Minimum Qualifications

Bachelor's degree. A minimum of four years of procurement contracting experience in alarge centralized purchasing
environment or related managerial experience to include analytical work with contracts and one year of experience
with the RFP and RFQ process is required. Professional purchasing certification must be attained within a three year
period.

Job Specifications

NATURE OF WORK

Thisis advanced responsible administrative and supervisory work in devel oping Requests for Proposal's, Requests for Qualifications and
Requests for Information in the central procurement operation of the County.

Employeesin this class are responsible for supervising a subordinate staff of professional employees and working in conjunction with a
variety of County officials to develop and evaluate Requests for Proposals and Requests for Qualifications for awide range of services.
Responsibilities include devel oping and evaluating RFP's and RFQ's for financial and accounting services; test selection, evaluation and
other specialized personnel services; investigative services; training and instructional services; research and feasibility studies; special
medical, veterinary and psychological services; computer software development; facility operations; lease or rental of real property;
concession agreements; franchise agreements; management consulting services, and others. Related responsibilities include developing
vendor requirements, contract specific language, and detailed evaluation criteriafor each RFP and RFQ. The incumbent exercises an
extensive degree of independent judgment and technical expertise in assuring the integrity of contracting processes, accountability, clear
audit trails, and clarity of and justification for evaluation and selection criteria. Supervision is exercised over a staff of professional
subordinates engaged in various phases of contract development and evaluation. General supervision is received from an administrative
superior who reviews work through personal conferences and written reports for the professional management of procurement contracting
activities and achievement of desired goals and objectives.

ILLUSTRATIVE TASKS

Plans, assigns and reviews the work of professional subordinates engaged in developing Requests for Proposals (RFP's), Requests for
Qualifications (RFQ's) and Requests for Information (RFI's).

Coordinates work with various County departments in devel oping Requests for Proposal's, Requests for Qualifications, and Requests for
Information; conducts preliminary discussions with departmental officials; determinesif RFP/RFQ is proper procurement method and

recommends alternate procurement methods if appropriate.

Reviews and analyzes complex scopes of work for flexibility, type of contract language needed, vendor requirements and other factors;
determines whether scope of work provides a basis for evaluation.

Develops contract specific language necessary to meet the needs of each RFP and RFQ.

Coordinates contracting work with various senior County officialsto obtain approvals to advertise and award contracts and to establish
race-conscious measures and insurance requirements.

Develops and assists County departments in developing detailed evaluation criteriaincluding qualitative appraisal, mathematical formulaand
weighting of criteria based on the scope of work and departmental needs; provides assistance to evaluation committee on technical,
procurement and procedural matters.

Prepares and issues agenda.

Assists in the negotiation of complex contracts to obtain certain adjustments or refinements related to terms and conditions and cost of
deliverables, as necessary.

Assists the County Attorney's Office in the review of RFP/RFQ evaluation criteriaand in preparing bid appeal cases and responsesto bid
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protests.

Maintains detailed records of meetings with all partiesinvolved in contracting processes; conducts pre-proposal or pre-qualification
conferences when applicable.

Prepares contract document resol ution and recommendation memorandum from the County Manager to the appropriate Board of County
Commissioner's committee and the full Board; notifies proposers of the County Manager's recommendation and the decision of the Board of

County Commissioners.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Extensive knowledge of large-scale procurement methods, practices and procedures.

Extensive knowledge of the County Administrative Order governing Requests for Proposals and Requests for Qualifications.
Thorough knowledge of County regulations and ordinances pertaining to the purchase of commodities and services.
Thorough knowledge of the principles of business and public administration.

Considerable knowledge of contract negotiation strategies and techniques.

Considerable knowledge of documentation requirements pertaining to County contracting processes.

Considerable knowledge of public relations principles and techniques.

Knowledge of supervisory principles and practices.

Ability to develop and evaluate Requests for Proposals, Requests for Qualifications and Requests for Information to meet the needs of
County departments.

Ability to determine if RFP/RFQ is an appropriate procurement method and make recommendations for alternate procurement methods as
necessary.

Ability to gather, analyze, interpret, summarize and present complex datain alogical format.

Ability to develop contract specific language to meet the needs of RFP's and RFQ's.

Ability to expressideas and information clearly and concisely, verbally and in writing, to groups and individuals.
Ability to establish and maintain effective working relationships with a variety of public and private officials.
Ability to analyze a complex scope of work and devise appropriate evaluation criteria.

Ability to supervise subordinates in a manner conducive to full performance and high morale.

Ability to prepare resolutions for approval by the Board of County Commissioners.
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Ability to effectively participate in the negotiation of complex contracts.

NEW 10-94
Nature Of Work
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Minimum Qualifications
Bachelor's degree. A minimum of three years of professional administrative experience to include experience in

procurement, project management or coordination, contracts administration, or contracts compliance are required.

Job Specifications
NATURE OF WORK

Thisis advanced administrative work in performing, planning and coordinating various administrative activitiesin a central administrative
division or special program or in performing specialized staff work of comparable responsibility in a county department or agency.
Employeesin this class are responsible for performing diversified administrative duties or specializing in assigned administrative work of a
more complex nature. Duties or combinations of duties performed vary, depending on the department to which assigned. Some employees
in the class are assigned to assist an administrative division head in a major operating department, performing a variety of administrative
duties including preparing, scheduling and coordinating Miami-Dade County's process for acquisition of professional architectural,
engineering, and design/build consultant services.

ILLUSTRATIVE TASKS

Schedules, coordinates and advertises all selection activities.

Prepare notices to professiona consultants containing a brief description of the desired services; the areas of work in which Miami-Dade
County technical certification is required; instructions on how to obtain said certification; and other response requirements such as deadlines,
professional registrations, and acceptable team nomenclature in relation to certification categories.

Prepares invitation letters to consultants and the Officials Performance Data Sheets for each selection.

Prepares notice to professiona consultants' publication requests for local and out of town newspapers, as well as the Miami-Dade Calendar.

Assembles selection packages to be picked up by consultant firm.

Reviews consultant submittal for compliance requirements and files with the Clerk of the Board the original Lobbyist Registration for Oral
Presentation Affidavits and original proposals.

Prepares summaries of consultant responses.
Records the Committees decisions.

Orders summaries of previous County work for each selection from the Department of Business Development's Contract Review &
Compliance Division for distribution to Committee members.

Assembles packages containing selection committee schedules, appointment memos, selections notice advertisement requests, Selection
Committee appointment requests, selection packages mailed to consultants and distributes these packages to Committee members at the

prescreening meetings.

Assist in preparing for and conducting monthly professional workshops for the A/E industry to discuss the procurement policies, procedures,
etc.

Attends pre-submittal and pre-bid meetings to answer any questions from the consultants regarding submittal requirements, as well as prepare
and issue corresponding addendal’s.

Attends pre-screening meeting to distribute selection materials and answer any Committee questions that may arise consultant submittal.
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ILLUSTRATIVE TASKS (cont'd)
Prepares minutes of pre-screening meetings, the Public Hearing notices and its publication requests; the Public Hearing schedul e of
presentations and invitation letters to "short listed" consultants; letter to disqualified consultants; and the Public Hearing Voting Tabulation
Sheets, as well as other supporting documents.
Drafts and mails public hearing invitations and rejection letters to consultants.
Coordinates Public Hearings and verified lobbyist registrations; records voting results; and prepares Public Hearing minutes. Conducts
public hearings as chair person including negotiation sessions. Prepares Consultant Selection Reports and files original Report with County

manager's Office and a copy with the Clerk of the Board.

Prepares and mails letters to firms that made presentations notifying them of the manager's final recommendations to the Board of County
Commissioners (BCC).

Maintains permanent records of architectural services.

Maintains close contact with other County departments, outside agencies and organizations as it relates to the architectural and engineering
selection process.

Advises and makes recommendations to Department Director through the division director and Division Chief on matters relating to the
selection process.

KNOWLEDGE, SKILLS, and ABILITIES

Considerable knowledge of the principles and practices of selection processes involving construction work.

Knowledge of applicable laws and regulatory codes relative to construction and design.

Knowledge of professional services contract language and terms.

Ability to plan, schedule, coordinate and review the work of technical and clerical assistantsin a manner conducive to full performance and
morale.

Through knowledge of County and State legislation regulatory the A/E consultant selection process.
REV 3/09.
Nature Of Work

Thisis advanced administrative work in performing, planning and coordinating various administrative activitiesin a central administrative
division or special program or in performing specialized staff work of comparable responsibility in a county department or agency.



@ Human Resour ces Department

Deliverine Exc
]

Senior AE Consultant Selection Coordinator (000184)

Minimum Qualifications
Bachelor's degree. A minimum of four to seven years of professional administrative experience to include one or a

combination of the following: procurement, contract devel opment and/or compliance, planning or design, or
management of commercial or public building projectsis required.

Job Specifications

No Job Specification Available

Nature Of Work

Thisis highly advanced administrative work with supervisory responsibility in performing, planning and coordinating various administrative
activitiesin a central administrative division or special program or in performing specialized staff work of comparable responsibility in a
county department or agency.
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Procurement Contracting Officer 1 (000188)

Minimum Qualifications
High school. A minimum of two years of procurement or contract related experience is required. Professional

purchasing certification must be attained within a three year period.
Job Specifications

Nature Of Work
Thisis advanced specialized procurement work in the purchase of goods, commodities, and servicesin the central procurement operation of

the county.
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Minimum Qualifications
Bachelor's degree. A minimum of three years of procurement or contract related experience is required. Professional

purchasing certification must be attained within a three year period.
Job Specifications

Nature Of Work
Thisis advanced responsible administrative work in devel oping Requests for Proposals, Requests for Qualifications and Requests for

Information in the central procurement operation of the County.
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Procurement Analyst (000190)

Minimum Qualifications

Bachelor's degree. Three years of experience in alarge centralized purchasing operation to include experience in the
preparation of technical specifications, bids, and contract documentation are required. Additional experience may
substitute for the required education on a year-for-year basis.

Job Specifications

No Job Specification Available

Nature Of Work
Thisis responsible professional administrative work providing assistance with complex purchasing issues to county staff, other governmental
agencies, vendors and organizations and making recommendations for effective action.
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Procurement Quality Control Specialist (000191)

Minimum Qualifications
Bachelor's degree. One year of professional and/or administrative experience to include procurement related

experienceisrequired. Any equivalent combination of applicable experience and college coursework may substitute
for the requirements on ayear-for-year basis.
Job Specifications

Nature Of Work
Thisis professional administrative work ensuring quality assurance of the bidding process.
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Procurement Contracts Specialist (000193)
Minimum Qualifications
Job Specifications

Nature Of Work
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Rail Procurement Contracting Officer (000194)

Minimum Qualifications
Bachelor's degree. A minimum of four to seven years of managerial or professional procurement experiencein a

large centralized purchasing environment or additional related experience may substitute for education on a
year-to-year basisis required. Must possess certification as a Certified Public Purchasing Officer (CPPO) or be able
to obtain certification within two year of employment.

Job Specifications

No Job Description is available

Nature Of Work
Thisis advanced responsible administrative and supervisory work in devel oping Requests for Proposal's, Requests for Qualifications and
Requests for Information in the central procurement operation of the County.
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Minimum Qualifications

Bachelor's degree. A minimum of four to eight years of professional or administrative experience in the procurement
of goods and services, development of contractural specifications, contract award and managment to include
procurement negotiations and supervisory experience are required.

Job Specifications

NATURE OF WORK

Thisis highly responsible and professional level work directing and administering activities within the Strategic Acquisition Planning
Division of the Department of Procurement M anagement.

An employeein this classis responsible for promoting the use of full and open competition in the award of County-wide contracts
and challenging procedures that may be impeding the competitive procurement process. Emphasis of the work include directing operational
activities involving the development and implementation of performance based contract specifications, determination of appropriate
acquisition methods based on product analysis and industry market research, competitive sourcing and supervising and/or personally
conducting negotiations with vendors under the County's most sensitive or complex purchases. Supervision is exercised through subordinate
managers and supervisors over a staff of professional, technical and clerical subordinates assigned to divisiona activities. Directionis
received from the Department Director and the Deputy Director who review work through personal conferences and various reports and hold
the incumbent responsible for efficient and effective management of divisional operations and attainment of goals and objectives.

ILLUSTRATIVE TASKS

Directs and supervises the work of professional, technical and clerical employees through subordinate managers and supervisors the
development and implementation of nonrestrictive advanced acquisition planning, the Request for Proposal/Request for Qualification
procurement process and the formulation of terms and conditions.

Approves County and service contract processes to include Request for Qualifications, Request for Proposals and the
amendment/supplemental agreements process.

Confers regularly with the DPM Director and Deputy Director, County Manager's Office staff and County departments’ procurement
professional and managerial staff.

Provides County departments with technical assistance, which includes conducting proposal conferences, selection committee meetings, and
the evaluation of proposals, in addition to assisting in developing negotiation strategies for the procurement of negotiated commercia and
non-commercial contracts and agreements.

Develops procedures for the Department of Procurement Management's Strategic Acquisition Planning Division's procurement
activities to include performance standards for optimal quality assurance, automated measurement tracking systems, and effective acquisition
strategies.

Develops and implements policies and procedures pertaining to Request for Proposal and Request for Qualification and related procurement,
and as required by legislative mandate.

Establishes ethical business procurement practices through the investigation of complaints from vendors, competitors and other
entities concerning barriersto full and open competition.

Interacts on behalf of the DPM Director with County Commissioners, the County Manager's Office, the County Attorney's office,
vendors on issues and initiatives to increase full and open competition and small and minority business participation in the solicitation and
award of County contracts.

Consults, responds and advises County's Senior Managers, County Attorney's Office and elected officials on issues and policies that
affect the Strategic Acquisition Planning Division's operations. Coordinates the preparation of legislation designed to strengthen the use of
full and open competition to include the writing of amendments and administrative orders.

Makes decisions and recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime,
reviews performance reports prepared by subordinates and rates employee's performance.
Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS
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Director, Purchasing Division/Competition Advocate (000195)

Extensive knowledge of County's procurement process such as Requests for Proposals and Requests for Qualifications.

Extensive knowledge of departmental procedures pertaining to negotiating and selecting contract award processes; analyzing
contracts and awarding contracts.

Through knowledge of public relations principles and techniques.

Through knowledge of departmental and County Administrative policies and procedures.

Through knowledge of supervising principles and practices.

Considerable knowledge of County's personnel policies, procedures and regulations.

Ability to supervise subordinates in a manner conducive to full performance and high morale.

Ability to establish and maintain effective working relationships with subordinates, superiors and a variety of other public and private
officias.

Ability to expressideas clearly and concisely, verbally and in writing.

Ability to analyze avariety of complex administrative and operational problems and make sound recommendations for their
resolution.

Ability to establish a variety of administrative and operational policies and procedures pertaining to terminal operations management.

REV 03/05
Nature Of Work

Thisis highly responsible and professional level work directing and administering activities within the Strategic Acquisition Planning
Division of the Department of Procurement Management.
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Chief Negotiator/Enter prise Specification Developer (000196)

Minimum Qualifications
Bachelor's degree. A minimum of five to nine years of professional management or administrative experience to

include five years of experience in leading complex, multi-party negotiations for the procurement of goods and
services, and/or contract award management is required.

Job Specifications

No Job Specification Available

Nature Of Work

Thisisahighly responsible senior level position within the Department of Procurement Management responsible for leading negotiations,
formulating negotiation strategies, developing complex specifications, conducting market research and assisting in the development of
training materials for countywide procurement staff.
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Stores Clerk (000201)

Minimum Qualifications
High school diplomaor GED. One year of warehousing, stockroom, or inventory experience is required. Must

possess a Driver license. Must be able to lift and handle items weighing up to 50 pounds.
Job Specifications
NATURE OF WORK

Thisis routine manual and clerical work in the receipt, storage and issue of various commoditiesin a county supply area.

Employeesin this class perform both manual and clerical tasksin the receipt, storage and issuance of maintenance supplies, hospital goods,
foodstuffs, clothing or related items in central warehouses, outlying storerooms or supply sections of various departments. Duties typically
combine warehousing manual labor tasks, related clerical duties and general knowledge of supply procedures. Supervision isreceived from
a storekeeper or other supply official who inspects work for rate of progress and accuracy.

ILLUSTRATIVE TASKS

Receives, unloads and counts stores such as groceries, spare parts, medical supplies, clothing or other stock delivered in areceiving areg;
locates packing ticket or invoice and posts to show kind and number of items received; assistsin checking incoming materials against
invoices or purchase orders.

Posts appropriate shipping receipts or other documents to show if delivery isafull or partial shipment; packages various items for shipment
out for repair, or repackages stock for return of defective goods as assigned; labels items with proper stock numbers for movement to storage
area.

Places goods on appropriate shelves or in various bins; calls supervisor's attention to any defective items; issues suppliesin response to
authorized requisitions based on knowledge of goods in storage; disburses materials or issues tools to workmen as required by work orders;
marks stock or perpetual inventory records as items are issued; refers to supervisor if supplies required are in short supply.

Assembles, packs and transports or arranges for transporting stored goods or materialsto floors or other storage areas; assistsin moving
supplies from one area to another as stock is reclassified to different numbers or codes; rearranges stock in bulk storage area as assigned,
lifting heavy weights such as large boxes of linen manually, by means of mechanical stock moving equipment or by means of motor driven

vehicle within a confined area when the occasion demands; climbs ladders as needed to arrange materials on shelves.

Cleans storeroom area and keeps stock in order; maintains proper security precautions by locking cabinets and doors; monitors storage
equipment such as refrigerators.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of established procedures in the receipt, shelving and storage of supplies.
Knowledge of types of suppliesin the area of assignment.

Knowledge of established record keeping procedures.

Ability to count incoming stock and post records accurately.

Ability to issue stock and post records accurately.
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Stores Clerk (000201)

Ability to shelve stock according to established procedures.
Ability to carry out oral and written instructions.

Sufficient physical strength and agility to permit climbing of ladders and lifting and moving of heavy stock.

REV 1-78
Nature Of Work
Thisis routine manual and clerical work in the receipt, storage and issue of various commoditiesin a county supply area.
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Inventory Clerk (000202)

Minimum Qualifications

High school diplomaor GED. Two years of experience in the receipt, storage, and inventory of materials to include
the operation of materials handling equipment or delivery vehicles are required. Must possess a CDL/Class B. Must
have and maintain a good driving record.

Job Specifications

NATURE OF WORK

Thisisinventory work in the receipt, storage and issue of various commaodities and the maintenance of control recordsin a county supply
area.

Employeesin this class are responsible for operating a departmental storeroom or assisting in the operation of alarge warehouse facility.
Duties involve receiving, coding, storing and issuing items and posting, balancing and auditing inventory records. Some incumbents receive
and transmit purchase requests and maintain status of purchase requisitions. Work may require familiarity with a specialized commodity
grouping such as electronic components, pharmaceuticals or hospital supplies. Supervision may be exercised over Stores Clerks or other
clerical personnel assigned to the supply unit. Supervision is received from a supply official who inspects work for the timely and accurate
filling of supply requisitions and proper maintenance of inventory records.

ILLUSTRATIVE TASKS

Operates a central storeroom for supplies and materials used in a building maintenance division including plumbing, electrical, carpentry,
refrigeration and related supplies.

Receives meats, produce, frozen foods and related goods; checks goods for quality and quantity; selects proper procedure for storage,
placing items in refrigerated rooms and deep freezers where temperatures are daily monitored and logged; supervises rotating of stock and
issues foods and supplies to kitchens, cafeterias and other designated area manually, by means of mechanical stock moving equipment or by
means of motor driven vehicle within a confined area when the occasion demands.

Checks deliveries by vendors against requisitions for correctness and compl eteness; answers tel ephone inquiries concerning materialsin
stock.

Maintains varied stock records such asinventory cards, invoices, purchase requests received, and the status of requisitions; verifiesinput and
output records for computer; identifies and codes stock items.

Supervises asmall crew of subordinate personnel in stockroom or warehouse storage and inventory operations and housekeeping of storage
areas.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of storeroom or warehouse receipt, storage and inventory practices and procedures.
Knowledge of detailed inventory record keeping practices and procedures.

Knowledge of computerized inventory record system applicable in the area of assignment.
Knowledge of characteristics and use of itemsin the commaodity grouping to which assigned.

Some knowledge of centralized purchasing procedures used by the county.
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Inventory Clerk (000202)

Ability to carry out daily activities with a minimum of supervision.

Ability to carry out oral and written instructions.

Ability to supervise asmall crew of workersin amanner conducive to full performance and high morale.
Ability to maintain complete and accurate inventory records.

Ability to make routine calculations with speed and accuracy using calculator and adding machine.

Sufficient physical strength and agility to permit climbing of ladders and lifting and moving of heavy stock.

REV 1-78
Nature Of Work

Thisisinventory work in the receipt, storage and issue of various commaodities and the maintenance of control recordsin a county supply
area.
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Electronic Parts Specialist (000206)

Minimum Qualifications
High school diplomaor GED. Four years of inventory management and procurement experience with electronic

parts and components are required.

Job Specifications
NATURE OF WORK

Thisis specialized and supervisory supply work in the receipt, storage and issuance of materials and equipment required for the installation
and maintenance of countywide telecommunications systems.

The incumbent in this classis responsible for planning, coordinating and implementing procedures of requisitioning, receiving, storing,
issuing, and recording all materials utilized. Work requires initiative and independent judgment in cooperation with various technical and
administrative superiors to provide for the timely flow of proper supplies according to demand. Supervision is exercised over a staff of
Inventory Clerks or clerical personnel by assignment and review of work and by assisting in difficult or unusua work situations. Supervision
isreceived from an administrative superior who reviews work for conformity with departmental policy and for efficient operation of the
facility through personal inspections and conferences.

ILLUSTRATIVE TASKS

Plans, assigns and supervises all employees engaged in receiving, checking, storing and issuing alarge volume of specialized
telecommunications supplies.

Develops, implements, and eval uates methods and procedures for the storage and issuance of telecommunications stock items.

Supervises and participates in the maintenance of perpetual inventory records; checks for uniformity and accuracy of postings; determines
optimum stock levels.

Initiates and reviews requisitions for supplies; questions unusual requisitions; coordinates requisitioning with central purchasing agency;
advises on commodity specifications, bid quotations, vendor selection and billing transactions.

Reviews reports of supplies received and inspects merchandise to verify conformance to purchase order specifications.

Contacts vendors on certain telecommunications items to discuss deliveries, shortages, improper goods, charges, discounts, and to arrange
for demonstrations of equipment.

Supervises or participates in physical inventory of all stock items; balances with control records, and reconciles differences.

Arranges for testing of competitive products; prepares reports of findings covering comparative costs, relative efficiency, labor savings and
other areas.

Prepares reports on current and projected usage of telecommunications supplies.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Thorough knowledge of the receipt, storage and issuance of telecommunications materials and equipment and the proper procedures for
supply and inventory operations.

Thorough knowledge of perpetua inventory record keeping.
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Electronic Parts Specialist (000206)

Considerable knowledge of centralized purchasing procedures.

Knowledge of commodity specification writing and bid analysis.

Knowledge of basic accounting principles, procedures and cost accounting techniques.

Ability to plan, assign, and supervise the work of subordinates in a manner conducive to full performance and high morale.
Ability to evaluate the merits of competitive products and make effective reports to superiors.

Ability to apply supply and inventory management procedures and practices effectively in the purchase, storage, issuance and inventory of
materials and equipment.

Ability to plan and maintain supply of materials and equipment so as to insure timely and effective service to users.

Ability to maintain effective relationships with supply sources and departmental personnel.

NEW 10-78

Nature Of Work
Thisis specialized and supervisory supply work in the receipt, storage and issuance of materials and equipment required for the installation
and maintenance of countywide telecommunications systems.
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Mail Center Clerk 1 (000209)

Minimum Qualifications

High school diplomaor GED. One year of clerical experienceis required. Must possess a CDL/Class C. Must be
ableto lift 50 pounds.

Job Specifications

NATURE OF WORK

Thisis specialized clerical work in a centralized county mailroom facility.

Employeesin this class perform a variety of dutiesin the collection, processing and distribution of interoffice and U.S. Mail in a centralized
county mailroom operation. Emphasis of the work is on the accurate and rapid processing of mail, operation of motor vehicles, the use of
lightweight conveyance equipment such as dollies and hand trucks, and the use of mail processing equipment. Some employees may be
required to receive and dispatch mail using an automatic conveyor distribution system. Duties occasionally involve physical exertion and
exposure to adverse weather conditions. Supervision is received from an administrative or clerical supervisor who provides advice and
assistance on difficult problems and reviews work for satisfactory performance in accordance with U.S. Postal regulations.
ILLUSTRATIVE TASKS

Operates automobiles, vans, trucks and lightweight conveyance equipment to collect and distribute interoffice and U.S. Postal Service mail
on established county routes; transports registered, insured, express and other forms of signature service mail to U.S. Postal facilities and
obtains documented receipt; transports office supplies and materials to interoffice facilities and obtains documented receipt; conducts route
service to nearby locations by walking; delivers items requiring hand-to-hand service upon request of an approved county official inclusive
of after-hours deliveries.

Operates standard and/or computerized mail processing equipment; determines proper class and zone for U.S. Postal Service mail on
standard or computerized mail scales to determine correct rate; measures | etters and packages to determine applicable U.S. mail requirements
and/or surcharges; enters correct budget codes into computerized accounting terminal or records correct budget code and transactions on
daily logs; inserts mail into computerized mail machine, removes mail from conveyor tray, places mail in marked bins.

Wraps packages for parcel post processing; consolidates multiple packages into a single unit for shipment or delivery to common destination.
Sorts and places interoffice mail into customer destination boxes both in a central mailroom facility and on delivery routes; sorts U.S. mail
prior to processing; separates items suitable for interoffice delivery; pre-sorts, bulk-rate or other forms of reduced rate mailing; separates
certified, registered, insured and express mail for special mail processing; sorts metered pre-sort mail by zip codes at pre-sort station;
packages and labels pre-sorted mail in accordance with U.S. Postal service requirements.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of U.S. Postal Service rules, regulations, rates and documentation mandatory for processing U.S. mail.

Knowledge of the operation of standard and computerized mail processing equipment.

Knowledge of the geographical locations of county and U.S. Postal Service facilities.

Knowledge of the geography of Dade County and its road numbering system.

Knowledge of County budget codes and transactions.

Knowledge of office practices and procedures.
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Mail Center Clerk 1 (000209)
Ability to read and comprehend instructional manuals, regulations and other official U.S. Postal Service materials.
Ability to operate avariety of motor vehiclesin a safe manner.
Ability to lift heavy items, use hand trucks and similar equipment to transport heavy loads.
Ability to operate equipment with speed and accuracy while standing.
Ability to follow verbal and written instructions.
Ability to deal effectively with mailroom users.

Physical agility and strength sufficient to perform assigned duties.

NEW 1-85
Nature Of Work
Thisis specialized clerical work in a centralized county mailroom facility.
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Mail Center Clerk 2 (000211)

Minimum Qualifications
High school. Two years of clerical experience are required. Must possess a CDL/Class C.

Job Specifications
NATURE OF WORK

Thisis advanced specialized clerical work in a centralized mailroom facility.

Employeesin this class perform advanced duties in the collection, processing and distribution of interoffice and U.S. Postal Service mail in a
centralized county mailroom operation. Emphasis of the work is on assigning and monitoring the work of employees engaged in the
processing of mail, maintaining a variety of related postal service and office records and equipment, responding to routine requests for mail
service and assisting in the collection, processing and distribution of mail. Supervision is received from an administrative superior who
assistsin resolving problems and evaluates work for adherence to county and U.S. Postal Service rules, regulations and requirements.
ILLUSTRATIVE TASKS

Assigns the work of subordinate clerical employees engaged in the collection, distribution, processing and transporting of mail; monitors
daily work flow and adjusts schedul es as needed; advises supervisor of employee productivity and efficiency; completes statistical reports of
work output.

Obtains county check to purchase meter postage from the U.S. Post Office; maintains required usage records; obtains meter readings from
mail machines and log books; enters meter readings and makes daily openings and closingsin U.S. Postal Service meter control books;
completes forms related to special mail handling; assures all other required documentation related to mail handling is properly completed.
Operates control panel of mail processing equipment; turns equipment on and off, makes minor adjustments such as changing broken belts,
resetting overload breakers, changing envelope sealers; operates control panel of Computerized Vertical Conveyor Distribution System;
makes system status checks and refersto CRT problem/error display panel to pinpoint source of malfunction; notifies supervisor if further

repair action is required.

Responds to routine requests for service from county officials and agencies that require short-term service delivery adjustments; advises
customers on routine mail handling matters; explains procedures and requirements for special handling.

Assistsin the completion of all tasks assigned to other Mail Center Clerks.

Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of U.S. Postal Service rules, regulations, rates and documentation mandatory for processing U.S. mail.
Knowledge of the operation of standard and computerized mail processing equipment.

Knowledge of the geographical locations of county and U.S. Postal Service facilities.

Knowledge of the geography of Dade County and its road numbering system.

Knowledge of county budget codes and transactions.

Knowledge of office practices and procedures.

Some knowledge of supervisory principles and practices.
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Mail Center Clerk 2 (000211)
Ability to maintain accurate records of mail volume, postage utilization, postal charges and other records.
Ability to interpret instructional manual, regulations and other official U.S. Postal Service materials.
Ability to operate a variety of motor vehiclesin a safe manner.
Ability to lift heavy items, use hand trucks and similar equipment to transport heavy loads.
Ability to operate equipment with speed and accuracy while standing.
Ability to follow verbal and written instructions.
Ability to maintain effective working relationships with mailroom users.

Physical strength and agility sufficient to perform assigned duties.

NEW 1-85

Nature Of Work
Thisis advanced speciaized clerical work in acentralized mailroom facility.
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Mail Center Supervisor (000213)

Minimum Qualifications
High school diplomaor GED. Two years of supervisory experience in the processing of United States mail, mall

center operations or the equivalent are required.

Job Specifications
NATURE OF WORK

Thisis supervisory work in the coordination of mail center activities for the Miami-Dade Water & Sewer Dept.

An employee in this classis responsible for supervising mail center, Mail courier services and supply distribution functions for the
Miaimi-Dade Water & Sewer Dept. Responsibilities include supervising clerical subordinates engaged in the collection and distribution of
inter-office and U.S. Mail, coordinating the collection and distribution in a centralized county mailroom operations, scheduling work of
subordinates, and establishing and revising procedures for mail center functions. Supervision is exercised over a staff of clerical
subordinates with assigned duties in the collection and distribution of U.S. Mail, inter-office mail, and departmental supplies. Supervision is
received from an administrative superior who reviews work for accuracy, timeliness, and effectiveness of mail center activities.

ILLUSTRATIVE TASKS

Plans, assigns and reviews the work of clerical subordinates engaged in the collection and distribution of interoffice and U.S. Postal
Service Mall

Supervises the collection and delivery of U.S. Mail and inter-office mail to County departments and agencies, devel ops employee work
schedules to ensure delivery schedules are met and that outgoing U.S. Mail is processed in atimely manner; monitors daily work flow and
adjusts schedules to avoid delays.

Provides critical messenger and mail courier servicesto the various branches of the Water & Sewer department and other departments
and agencies.

Purchases meter postage from the U.S. Postal Service and maintains required usage records; obtains payment checks for the U.S. Postal
Service.

Establishes techniques and procedures for the proper loading, unloading and dispatching of departmental supplies and materials.

Establishes and revises mail center procedures to resolve problems and enhance operational efficiency.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.

KNOWLEDGES, ABILITIES, AND SKILLS

Considerable knowledge of departmental requirements for the collection and distribution U.S. postal and interoffice mail.

Considerable knowledge of U.S. Postal Service postal regulations and requirements.

Considerable knowledge of the contents and use of U.S. Postal Service manuals.

Knowledge of the geographical locations of offices of the Miami Dade Water & Sewer Offices, County departments and agencies.

Knowledge of the geogrphical locations of count and U.S. Postal Service Facilities.

Knowledge of supervisory principles and practices.

Ability to supervise and coordinate a variety of mail center operations for the Miami-Dade Water & Sewer dept.

Ability to supervise subordinatesin a manner conducive to full performance and high morale.

Ability to develop, implement and revise clerical procedures.

Ability to establish and maintain effective working relationships with subordinates, superiors and officials of other County departments
and agencies.

Ability to operate modern postal machines and equipment.

Ability to schedule employees to meet established requirements for collection and distribution of U.S. Mail, inter-office mail.
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Mail Center Supervisor (000213)
NEW 03/00
Nature Of Work

Thisis supervisory work in the coordination of mail center activities for the Miami-Dade Water & Sewer Dept.
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Storekeeper 1 (000220)

Minimum Qualifications
High school diplomaor GED. Three years of experience in an inventory and warehousing operation to include

experience in inventory control and the receipt and issuance of supplies and equipment are required.

Job Specifications
NATURE OF WORK

Thisis supervisory supply work in alarge, diversified commodity warehousing operation.

Employeesin this class are responsible for managing a major supply facility serving operating units with a complete range of goods used in
varied maintenance activities, hospital supply, park and recreation services and airport operations. Dutiesinvolve planning, coordinating and
implementing the procedures of requisitioning, receiving, storing, issuing and records keeping for all commodities and materials utilized.
Work requires the use of initiative and judgment in cooperating with various supervisory specialists to provide for the timely flow of the
proper supplies according to departmental demands. Direct supervision is exercised over a staff of inventory and stores clerks by assignment
and review of work and by assisting in difficult or unusual work situations. Supervision is received from an administrative superior who
reviews work for conformity with departmental policy and for the efficient operation of the supply operation.

ILLUSTRATIVE TASKS

Supervises employees engaged in all functions of a central warehouse and supply facility.

Develops methods and procedures for the storage and issue of stock items, implements and eval uates procedures.

Supervises the maintenance of perpetual inventory records, checks for uniformity and accuracy of postings and the order of items when
necessary.

Devises and implements precautionary measures to protect stock items for loss, damage, deterioration or spoilage.
Provides techniques and equipment for the proper loading, unloading and dispatching of supplies.

Coordinates requisitioning with central purchasing agency, advises on commodity specifications, bid quotations, vendor selection and billing
transactions.

Coordinates various maintenance shop units engaged in automotive parts supply; inspects quantity and quality of parts received for
conformity with contract specifications.

Contacts vendors on certain items to discuss delivery, shortages, improper goods and charges, purchases specified items directly from
vendor.

Supervises periodic inventory of al stock items, balances with control records and reconciles differences.

Performs related work as required.

KNOWLEDGE, ABILITIESAND SKILLS

Considerable knowledge of storekeeping and supply methods and practices.

Considerable knowledge of perpetual inventory records keeping including use of date processing and coast accounting systems.
Knowledge of commodity specification writing and bid analysis.

Ability to plan, assign and supervise the work of subordinatesin a manner conducive to full performance and high morale.
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Storekeeper 1 (000220)

Ability to perform arithmetic calculations quickly and accurately.
Ability to maintain effective working relationships with supervisory personnel.

Ability to evaluate the condition of the various goods received.

REV 12-69
Nature Of Work
Thisis supervisory supply work in alarge, diversified commodity warehousing operation.
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Storekeeper 2 (000221)

Minimum Qualifications
High school. Three years of experience in an inventory and warehousing operation to include experiencein

supervision, inventory control, and the receipt and issuance of supplies and equipment are required.

Job Specifications
NATURE OF WORK

Thisis advanced supervisory supply work in the purchase, receipt, storage and issuance of commodities for a group of warehouses.
Employeesin this class are responsible for supervising and managing a group of warehouse facilities stocking diversified commodities,
equipment and supplies for departmental operations. Responsibilities include preparing and monitoring the warehousing commaodities
budget, writing product specifications and analyzing bids, verifying receipt and issuance of supplies, maintaining inventory control records,
assuring the proper storage and disposal of environmentally sensitive materials, conferring with departmental officials concerning equipment
and supply requirements, and analyzing warehousing operations to improve efficiency. Supervision is exercised over supervisory and
warehousing employees engaged in the management or operation of various warehouse facilities. Supervision isreceived from an
administrative superior who reviews work through conferences, reports and personal observations for effective management of warehousing
and related activities.

ILLUSTRATIVE TASKS

Plans, assigns and reviews the work of subordinate supervisors and warehousing employees engaged in the receipt, storage and issuance of
construction equipment and supplies, building and grounds maintenance supplies, vehicular supplies, chemicals and other similar items.

Initiates purchase requests and contacts vendors for competitive bid quotations; confers with central purchasing employees, departmental
officials and vendors concerning purchase requests, billing, contract renewals and extensions.

Verifies receipt and issuance of supplies; approves invoices for payments; prepares reports concerning distribution activities and related
matters.

Supervises and maintains computerized inventory and record keeping systems.

Develops, implements and evaluates methods and procedures for purchasing, receiving and storing alarge variety and volume of
commodities and supplies; develops and implements improvements in warehousing and distribution activities.

Confers with maintenance and construction supervisors and other field personnel concerning equipment and supply requirements.
Prepares and monitors commodity warehousing budget; plans, schedules and conducts annual inventories.

Maintains required records of environmentally sensitive materials on siteincluding fertilizers, chemicals, paints, petroleum products and
similar items.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes leave and overtime; evaluates and rates
employee performance.

Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS

Considerable knowledge of departmental policies and procedures pertaining to the purchase, receipt, storage and issuance of various
commodities, materials and supplies.

Considerable knowledge of the management of multiple warehousing and distribution facilities.
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Storekeeper 2 (000221)

Considerable knowledge of supervisory principles and practices.

Considerable knowledge of computerized purchasing and inventory control systems.

Considerable knowledge of product specifications, types and grades of commodities and materials used in the area of assignment.
Knowledge of County centralized procurement methods and procedures.

Ability to manage the efficient and effective operation of multiple warehousing and distribution facilities.

Ability to supervise subordinates in amanner conducive to full performance and high morale.

Ability to develop and implement new and revised warehousing policies and procedures.

Ability to determine the sizes, types, grades and quantities of materials and supplies required by field supervisors for departmental
construction, maintenance or operational activities.

Ability to establish and maintain effective working relationships with subordinates, superiors, vendor representatives, and other County and
departmental officials.

Ability to develop and prepare detailed technical specifications for various commodities.

NEW 10-94

Nature Of Work
Thisis advanced supervisory supply work in the purchase, receipt, storage and issuance of commaodities for a group of warehouses.
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Capital Inventory Clerk (000223)

Minimum Qualifications
High school diplomaor GED. One year of experience in inventory control and accountability, capital asset

inventory, or inventory related accounting is required. Must possess a Driver license.

Job Specifications
NATURE OF WORK

Thisis specialized clerical work in the accountability of county owned tangible personal property in a centralized property control activity.
Employeesin this class are responsible for identifying capital equipment items and for maintaining current records on transactions affecting
such property in departments assigned. Work also involves conducting periodic physical inventories of property in departments assigned and
reporting on the custody, condition and use of such items. Incumbents must apply state and county regulations for property accountability as
well as basic bookkeeping principles and data processing procedures used in inventory control. Supervision is received from atechnical
superior who reviews work by means of field inspection and review of completed records and reports to determine compliance with
regulations and procedures.

ILLUSTRATIVE TASKS

Inspects al new property purchased by assigned departments; attaches identifying numbers using metal discs, paint and stencil, etcher, dies
or hammer and nails; uses electrical drill, hand riveter and set punch in attaching numbers, as needed.

Instructs departmental property custodians on required record keeping procedures; conducts periodic physical inventories of assigned
departmental accounts; verifies accuracy of records and reports any irregularities to supervisor.

Prepares source documents for new equipment; establishes new property records as part of data processing accountability system.

Maintains assigned departmental property records on a current basis indicating transfers, deletions, condition, use and final disposition of
capital items.

Originates journal entries; prepares vouchers for capital account deletions and transfers; initiates capital expenditure code entries and
reconciles capital expenditure ledger to final inventory totals.

Assists with auction sales and disposal of surplus county owned property as assigned.
Performs related work as required.

KNOWLEDGES, ABILITIESAND SKILLS

Knowledge of state and county regulations for property accountability.

Knowledge of departmental regulations and procedures for property accountability.
Knowledge of basic property inventory control recordkeeping procedures.

Knowledge of physical property inventory procedures.

Knowledge of current data processing requirements for property transactions and controls.
Ability to assist departmental employeesin property custody and reporting procedures.

Ability to conduct physical property inventories thoroughly and efficiently.
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Capital Inventory Clerk (000223)
Ability to apply current regulations and procedures relating to property control and record keeping efficiently.

Ability to maintain property records on a current basis.

Sufficient manual dexterity to apply identification markings to various types of property.

REV 10-77
Nature Of Work
Thisis specialized clerical work in the accountability of county owned tangible personal property in a centralized property control activity.
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Surplus Property Clerk (000224)

Minimum Qualifications
High school diplomaor GED. Three years of warehousing experience to include surplus furniture and equipment

reissue and disposal are required. Must obtain a CDL/Class B within the probationary period.

Job Specifications
NATURE OF WORK

Thisiswarehousing and retail saleswork in alarge surplus property facility.

An employeein this classis responsible for the receipt, storage, issuance, sale and safeguarding of surplus county furniture and equipment.
Duties include making determinations of the most cost effective means for disposition of excess and surplus county property issued and
received, inventory control, warehousing and the showing of furniture and equipment available for reallocation to county departments and
the public. Work requires the use of judgment in determining the fair market value for surplus and salvage items and in complying with
accountability requirements issued by the State of Florida. Supervision is exercised over clerical and semi-skilled employees engaged in the
receipt, storage, issue and sale of furniture and equipment. Supervision is received from an administrative superior who reviews work for
conformity with county policies and procedures and for the efficient operation of the facility.

ILLUSTRATIVE TASKS

Receives, issues and stores surplus furniture and equipment designated for reallocation, sale or disposal; provides techniques and procedures
for the proper loading, unloading, turn-in and issuance of county owned personal property.

Posts appropriate property action form receipts and inventory transfer forms to accurately reflect the on-hand balance of furniture and
equipment resulting from the issue or turn-in of property; maintains detailed records for all furniture and equipment in storage; surveys

personal property to determine the most effective means of disposition.

Supervises a staff of clerical and semi-skilled employees engaged in the receipt, storage, issue, sale and safeguarding of a variety of surplus
county furniture and equipment.

Plans and implements efficient storage methods and allocations of storage space; makes recommendations for improvements in warehousing
and distribution activities; assures security of warehouse stock by taking precautionary measures to protect property from loss, damage and
deterioration.

Assures proper placement of furniture and equipment for effective viewing and shows to prospective purchasers; |abels items, calculates
charges and prepares required forms.

Establishes prices for items to be sold to the public; collects cash payments and issues official receipts for items sold.

Participates in public auctions and sealed bid sales by preparing flyers announcing sales, preparing bid documents and placing legal ads for
the disposal of surplus property.

Takes periodic inventories and maintains detailed files on al itemsin storage.

Makes recommendations regarding hiring, discipline and promotion of subordinates; authorizes |leave and overtime; evaluates and rates
employee performance.

Performs related work as required.
KNOWLEDGES, ABILITIESAND SKILLS

Considerable knowledge of warehousing and warehousing practices and procedures.
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Surplus Property Clerk (000224)
Considerable knowledge of inventory control techniques and practices.
Knowledge of the retail market for used equipment and furniture.
Knowledge of supervisory principles and practices.
Knowledge of retail sales operations, practices and procedures.
Ability to maintain complex inventory and warehouse records.
Ability to supervise and manage a complex warehousing and retail sales facility.
Ability to make routine arithmetic calculations.
Ability to supervise subordinates in amanner conducive to full performance and high morale.
Ability to maintain effective working relationships with officials of county departments and the public.
Ability to follow complex verbal and written instructions.

Physical strength and agility sufficient to perform assigned duties.

NEW 1-85

Nature Of Work
Thisiswarehousing and retail saleswork in alarge surplus property facility.
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I SD Surplus Property Supervisor (000225)

Minimum Qualifications
High school diploma or GED. Four years of combined experience in large-scale warehousing, capital inventory

control work and retail sales management are required.

Job Specifications
NATURE OF WORK

Thisis a supervisory work in the operation of a countywide warehouse and retail surplus sales facility, and property disposal yard.

An employeein this classis responsible for supervising the disposition of excess and surplus County property. Emphasis of the work is on
planning, coordinating and implementing procedures for the receipt, storage, issue, display, sale and safeguarding of alarge variety of
property including police confiscated property. Dutiesinclude determining cost effective means for disposition of excess and surplus County
property, issuing and receiving property, maintenance of a computerized inventory control system and bar-coded point-of-sale system,
warehousing and displaying of property for resale, cash control and report generation. Work requires the use of judgment in arriving at the
fair market value for surplus and salvage items and in complying with accountability requirements and procedures issued by the State of
Floridafor all Federal Surplus Property Program transactions. Supervision is exercised over subordinate employees through assignment and
review of work and provision of assistance on difficult problems. Supervision is received from an administrative superior who reviews work
for conformity with County policies and procedures and for the efficient operation of the facilities.

ILLUSTRATIVE TASKS

Plans, assigns and supervises the work of warehousing and distribution employees engaged in the receipt, storage, display, issue, sale and
safeguarding of alarge variety of surplus County and U.S. Government furniture, equipment and property, including that obtained through
the MDPD Seized and Found Property Program.

Develops, implements and evaluates efficient storage methods and all ocations of storage space; makes recommendations for improvements
in warehousing and distribution activities; assures security of warehouse stock by implementing precautionary measures to protect from loss,
damage and deterioration; develops and enforces appropriate safety practices for employees and public.

Provides techniques and procedures for the proper loading, unloading, turn-in, and issuance of County owned personal property; receives,
issues, inventories, displays and stores surplus furniture and equipment designated for reallocation, sale or disposal.

Establishes prices for items to be sold to the public; calculates charges and prepares required forms; collects cash payments and issues
official receipts for items sold.

Maintains computerized inventory system with bar-code scanning to accurately reflect on-hand balance of furniture and equipment;
accurately records property receipts, disbursements and price changes; maintains detailed records for all furniture and equipment in storage;
utilizes basic programming skills for troubleshooting computer problems; surveys personal property to determine the most effective means of
disposition.

Performs physical inventories and maintains files on all itemsin storage.

Balances revenue from County Store and sales revenues from Sealed Bid and Auction Sales; prepares corresponding deposit reports.

Resolves customer complaints in store or auction operations.
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