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POSITION TITLE:   Assessor 

 

UNION:    None 

 

DEPARTMENT:   Assessor 

 

REPORTS TO:   Town Administrator 

 

SUPERVISION EXERCISED: Deputy Assessor and Assessor Clerk 

 

SUMMARY DESCRIPTION OF DUTIES:  This is a highly responsible position planning, 

supervising, organizing, and administering all of the activities and statutory responsibilities of 

the Assessor’s Office.  Work involves collecting and analyzing data; inspecting, valuing, and 

assessing all real and personal property within the Town for the purposes of preparing and 

maintaining the Grand List. 

 

JOB LOCATION AND EQUIPMENT USED:  Work is performed both in the office and in 

the field.  Office work requires the use of a calculator, computer terminal, personal computer, 

printer, and typewriter.  Field work entails visiting, inspecting, and measuring properties.  Field 

work requires the use of a personal automobile, measuring tape, and a camera.  Field work also 

requires the ability to climb stairs. 

 

ESSENTIAL FUNCTIONS: 

 

• Supervises and participates in the valuation of all taxable and tax-exempt real and personal 

property within the Town for the purposes of establishing and maintaining the Grand List; 

 

• Maintains and updates information concerning land, improvements, motor vehicles and 

personal property; 

 

• Inspects, determines values, and prorates assessments of properties under construction; 

 

• Audits personal property returns, including site visits where appropriate to determine 

accuracy of information; 

 

• Projects estimated values of proposed residential, commercial, and industrial developments; 



 

• Plans, coordinates, and supervises periodic revaluations; 

 

• Reviews and authorizes assessment exemptions in accordance with statutes and local 

ordinances; 

 

• Plans and coordinates activities to conduct state and local property tax relief programs and 

provides estimates of state reimbursements and tax revenue reductions attributable thereto; 

 

• Performs research and completes reports required by various state agencies, the First 

Selectwoman, the Town Administrator, or the Chief Financial Officer; 

 

• Coordinates assessment appeals; 

 

• Supervises preparation and mailing of assessment notices and other items of public 

information; 

 

• Recruits and supervises the training and development of office professional and clerical staff; 

 

• Oversees the selection, and monitors the performance of contracted appraisal and revaluation 

services; 

 

• Assists in the reconciliation of differences between the Tax Collector’s and Assessor’s 

records prior to the issuance of tax bills; 

 

• Provides staff support to the Board of Assessment Appeals; 

 

• Prepares the department’s operating and capital budgets, authorizes and monitors actual 

expenditures; and 

 

• Performs related duties as are necessary and appropriate. 

 

REQUIRED KNOWLEDGE, ABILITIES AND SKILLS 

 

• Thorough knowledge of and ability to apply the principles and practices of real and personal 

property appraisal, valuation, and assessment; 

 

• Thorough knowledge of and ability to interpret and apply assessment law, assessment 

methods, and appraisal techniques; 

 

• Thorough knowledge of and ability to comply with the statutory provisions applicable to the 

Assessor’s Office; 

 

• Knowledge of and ability to use personal computer based spreadsheets, word processing, 

database, and assessment software; 



 

• Ability to establish and maintain effective, cooperative and courteous working relationships 

with office staff, agencies of the state, the general public, and other departments of the Town; 

and 

 

• Ability to communicate effectively and concisely both orally and in writing. 

 

MINIMUM REQUIREMENTS: 

 

• Bachelor’s degree in business administration, accounting, or a closely related field from an 

accredited institution; 

 

• Six years of progressively responsible experience in real and personal property appraisal 

work, at least two of which have been in the field of municipal property tax assessment; 

 

• Possession of a Connecticut Municipal Assessor Certification or its equivalent which must be 

maintained in good standing at all times during employment by the Town; and 

 

• A valid driver’s license. 

 

Note:  suitably relevant work experience may be substituted for an academic degree on a year for 

year basis. 

 

SPECIAL CONDITIONS: 

 

• Successful passage of a pre-employment physical is required and 

 

• The employee shall not pose a threat or danger to the health or safety of others in the work 

place. 

 

 

 

Note:  The qualifications set forth above are the optimal ones for this position.  The Town of 

Wilton reserves the right to select any applicant who we, in our sole discretion, feel can most 

suitably perform the functions notwithstanding the absence of the optimal qualifications. 

 


