City of Chesapeake

Class Title: Appraisal Clerk I

Job Class Code: 1110
Pay Basis: Salary (Annual)

FLSA Status: Non-exempt
EEO Category: 6

GENERAL DESCRIPTION OF CLASS
The purpose of the class is to provide assistance to the public with real estate inquiries and transactions and to maintain
real estate property records. The class is responsible for answering the telephone and providing clerical assistance.
The class works within a general outline of work to be performed; develops work methods and sequences under general
supervision.
TYPICAL TASKS


Answers the telephone and provides assistance to the public in areas dealing with assessments, ownerships,
transfers, and sales information.



Verifies, enters, and updates data into the computer system in order to process information and maintain
accurate records.



Type general correspondence including exonerations, supplementals, and refunds.



Reconciles petty cash account and writes receipts.



Maintains supplies for office by purchasing, ordering, stocking, and dispensing.



Assists with the preparation and maintenance of various reports and records.



Performs related tasks as necessary such as calculating tax amounts.



Performs other related duties as assigned.

Data Involvement
Interpersonal/People
Involvement
Reasoning
Requirements
Mathematical
Requirements
Language Requirements

Mental Requirements
Decisions/Supervisory
Control

GENERAL STANDARDS
Copies, transcribes, enters, or posts data or information.
Gives information, guidance, or assistance to people to directly facilitate task
accomplishment; may give instructions or assignments to helpers or assistants.
Performs semi-routine work solving occasional problems.
Performs addition and subtraction, multiplication, division, and/or calculates ratios, rates
and percents.
Reads routine sentences, instructions, regulations, procedures, or work orders; writes
routine sentences and completes routine job forms and incident reports, speaks routine
sentences using proper grammar.
Performs clerical, manual, or technical tasks prescribed by standard practices but which
may require computation, the use of several procedures, and the use of independent
judgment with obvious choices; requires normal attention for accurate results.
Guides others, making frequent decisions, affecting the individual, coworkers, and
others who depend on the service or product.

EDUCATION, EXPERIENCE AND SPECIAL REQUIREMENTS
Requires high school diploma or GED and any combination of education and experience
Vocational/Educational
equivalent to satisfactory completion of one year of college education in real estate or a
Requirement
closely related field.
Experience
None
Special Certifications
and Licenses
None
AMERICANS WITH DISABILITIES ACT (ADA) REQUIREMENTS
The City of Chesapeake is an Equal Opportunity Employer. ADA requires the City to provide reasonable
accommodations to qualified individuals with disabilities. Prospective and current employees are invited to discuss
accommodations.
This is a class specification and not an individual position description. A class specification defines the general
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character and scope of duties and responsibilities of all positions in a job classification, but is not intended to describe
and does not necessarily list the essential job functions for a given position in a classification.
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