POSITION DESCRIPTION

Title: Real Property Analyst |
Department: Revenue Commission
Job Analysis: September 2004, August 2011, September 2024, August 2026

Note: Statements included in this description are intended to reflect in general the duties and
responsibilities of this classification and are not to be interpreted as being all inclusive. The
employee may be assigned other duties that are not specifically included.

Relationships

Reports to: Appratsal- Admintstrator,-Assistant- Appratsal Administrater, Chief
Appraiser, Assistant Chief Appraiser, Appraisal Supervisors, and

Revenue Commissioner
Subordinate staff: None
Internal contacts: All Members of Revenue Commissioner’s Office

External contacts: 5 Pess S
Departments; AlabamaDepartmentof Revenue  Taxpayers,
taxpayer representatives, real estate agents, real estate appraisers,
title companies, attorneys, other county departments, Alabama
Department of Revenue

Status: Classified/Non-Exempt (314)

Job Summary

The Real Property Analyst I performs technical field and office work involving the inspection,
verification, and analysis of real property data used in the county’s appraisal process.
Responsibilities include measuring and documenting land and improvements, reviewing property
changes, confirming sales activity, and maintaining accurate CAMA and GIS records. The role
supports valuation of a wide range of property types by gathering reliable data, identifying
changes affecting value, and assisting with market and land studies. Work requires attention to
detail, sound judgment in the field, and the ability to perform assigned appraisal support duties
with increasing independence under general supervision.
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Job Domains
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1. Conduct field inspections of residential and commercial properties and record accurate
characteristics.

2. Collect, verify, and enter property data into the CAMA system and maintain accurate

records.

Review permits, deeds, plats, and related documents to update property information.

4. Assist with maintaining land schedules, cost tables, and depreciation data by gathering

and preparing supporting information.

Verify real estate sales and document transaction details for market studies.

6. Perform data integrity checks, identify discrepancies, and coordinate corrections with
appraisal staff.

7. Support market analysis and appraisal projects through data collection and basic
analytical work.

8. Provide general office support including research, reports, and customer assistance.

9. Utilize CAMA, GIS, and related tools to support appraisal and analytical functions.

10. Assist in training staff in measurement, data collection, and appraisal theory.

11. Attend Board of Equalization hearings and defend assigned appraisals.

12. Prepare and present valuation evidence in court when required.
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Knowledge, Skills, and Abilities

Working knowledge of real estate and mass appraisal principles.

. Skill in collecting, validating, and accurately documenting property characteristics.

3. Proficiency with spreadsheets, databases, GIS, and CAMA systems for data management
and analysis.

4. Ability to interpret plats, maps, aerial imagery, and basic construction details.

5. Strong organizational skills and attention to detail, with the ability to manage multiple

data sources.
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6. Ability to analyze information, identify inconsistencies, and apply appraisal procedures to
resolve data-related issues.

7. Effective communication skills for working with staff, property owners, and the public.

8. Ability to work independently, use sound judgment, and support a variety of analytical
and appraisal projects.

Physical Characteristics

Ability to traverse all types of terrain and construction sites during field inspections.
Ability to work outdoors in various weather conditions.

Ability to view and understand maps, plans, and aerial photos.

Ability to carry light field equipment such as tablets, clipboards, or measuring tools.

P

Other Characteristics

Willing to travel and work throughout the county as assigned.

Willing to work overtime and weekends as required.

Willing to attend training in and out of state.

Must be willing to transfer and work at any Baldwin County Revenue Commission location
as assigned.

el e

Minimum Qualifications

1. Associate degree in real estate, business, finance, geography, GIS, or a related field
preferred.

2. Completion of the Alabama Appraisal Manual Course, IAAO 101, and IAAO 102
required.
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Successful completion of the Alabama Certified Appraiser (ACA) Exam required.
4. Other recognized appraisal credentials or licensure may satisfy portions of these

requirements.
5. Must have a valid driver’s license and be insurable by the County’s insurance standards.
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POSITION DESCRIPTION

Title: Real Property Analyst 11
Department: Revenue Commission
Job Analysis: September 2020, September 2024, August 2026

Note: Statements included in this description are intended to reflect in general the duties and
responsibilities of this classification and are not to be interpreted as being all inclusive. The
employee may be assigned other duties that are not specifically included.

Relationships
Reports to: Appratser-Supervisor;Assistant-Chief Appratser;-Chief Appraiser,
Assistant Chief Appraiser, Appraisal Supervisors, and Revenue
Commissioner
Subordinate staff: None
Internal contacts: All Members of Revenue Commissioner’s Office

External contacts:

5 b b

5 Taxpayers,
taxpayer representatives, real estate agents, real estate appraisers,
title companies, attorneys, other county departments, Alabama
Department of Revenue

Status: Classified/Non-Exempt (315)

Job Summary

The Real Property Analyst II performs advanced technical work involving the independent

inspection, verification, and analysis of real property data used in the county’s appraisal process.
The position is responsible for evaluating a broader range of property types, reviewing complex
property changes, confirming and interpreting sales activity, and supporting the development of

Appreved-0947/2024 For Approval 08/04/2026 BC Commission Meeting



land schedules, cost tables, and depreciation models. The role provides analytical support for
valuation studies, assists appraisers on complex assignments, and offers guidance and training to
less experienced staff. Work requires strong judgment in the field, accuracy in data analysis, and
the ability to manage assigned tasks with minimal supervision.

Job Domains
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Complete independent field inspections for residential, commercial, and moderately complex
properties.

Verify, update, and analyze detailed property information within the CAMA system.
Review and confirm sales for use in appraisal and market studies.

Assist with updates to land schedules, cost tables, depreciation models, and other
mass-appraisal components.

Perform research and analysis to support valuation and market studies.

Prepare sketches, photos, and other documentation for appraisal reviews.

Provide guidance and training to less experienced staff.

Identify and correct errors or missing information in CAMA, GIS, and related systems.
Respond to public questions and assist with more complex assignments.

Assist with departmental projects and appraisal-related tasks.

11. Attend Board of Equalization hearings and defend assigned appraisals.

12.

Prepare and present valuation evidence in court when required.

Knowledge, SKkills, and Abilities
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Strong understanding of appraisal principles and mass appraisal methods.

Skilled in analyzing data, reviewing markets, and supporting valuation decisions.
Advanced use of CAMA, GIS, spreadsheets, and analytical tools.

Ability to interpret legal descriptions, maps, plats, and construction data.

Strong communication and organizational skills.

Works independently, uses solid judgment, and handles more complex analytical tasks.
Demonstrated proficiency with appraisal-related software and data systems.

Includes and expands on all core competencies of Analyst 1.

Physical Characteristics
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Ability to traverse all types of terrain and construction sites during field inspections.
Ability to work outdoors in various weather conditions.

Ability to view and understand maps, plans, and aerial photos.

Ability to carry light field equipment such as tablets, clipboards, or measuring tools.

Other Characteristics

1.

Willing to travel and work throughout the county as assigned.
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2. Willing to work overtime and weekends as required.

Willing to attend training in and out of state.

4. Must be willing to transfer and work at any Baldwin County Revenue Commission location
as assigned.

(98]

Minimum Requirements

1. Alabama Certified Appraiser (ACA) required.

2. Completion of the Alabama Appraisal Manual Course and IAAO 101, 102, 201, and one
300-level IAAO course required.

3. Associate degree in real estate, business, finance, geography, GIS, or a related field
preferred.

4. Other recognized appraisal credentials or coursework through the Appraisal Institute may be
considered.

5. Must have a valid driver’s license and be insurable by the County’s insurance standards.
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POSITION DESCRIPTION

Title: Real Property Appraiser I
Department: Revenue Commission
Job Analysis: February 2000, August 2011, September 2024, August 2026

Note: Statements included in this description are intended to reflect in general the duties and
responsibilities of this classification and are not to be interpreted as being all inclusive. The
employee may be assigned other duties that are not specifically included.

Relationships

Reports to: Appratsal- Administrator; Assistant-Appratsal Administrater; Chief
Appraiser, Assistant Chief Appraiser, Appraisal Supervisors, and

Revenue Commissioner
Subordinate staff: None
Internal contacts: All Members of Revenue Commissioner’s Office

External contacts: 5 Pves; 5
5 Taxpayers,
taxpayer representatives, real estate agents, real estate appraisers,
title companies, attorneys, other county departments, Alabama
Department of Revenue

Status: Classified/Non-Exempt (311)

Job Summary

The Real Property Appraiser I performs beginning-level professional appraisal work involving
the valuation of residential or commercial properties. Responsibilities include collecting property
data, verifying sales, pricing land, and supporting the Board of Equalization process. Work is
performed under general supervision with increasing independence as experience is gained.

Job Domains
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Measure and list improvements according to the Alabama Appraisal Manual.

Verify construction quality, condition, and property characteristics.

Gather, analyze, and confirm real estate sales data.

Price land and select appropriate valuation methodologies.

Perform office responsibilities including data entry, filing, and responding to public inquiries.
Participate in Board of Equalization hearings and explain valuation results.

Maintain accurate field and office records.
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Knowledge, SKkills, and Abilities
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1. Basic knowledge of appraisal principles and land valuation.

2. Basic proficiency in Excel, Word, and department-specific appraisal software.

3. Skill in calculating land and building values accurately.

4. Ability to read and interpret deeds, maps, aerial photographs, and appraisal guidelines.

5. Ability to work independently in the field and exercise sound judgment.

6. Strong communication and customer service skills, with the ability to establish and maintain
effective working relationships with co-workers, property owners, and other departments

7. Ability to independently follow and apply departmental rules, regulations, and procedures.

8. Ability to work safely and efficiently in office and field environments, including construction
sites, and to maintain safe driving practices during appraisal fieldwork.

Physical Characteristics

Ability to traverse all types of terrain and construction sites during field inspections.
Ability to work outdoors in various weather conditions.

Ability to view and understand maps, plans, and aerial photos.

Ability to carry light field equipment such as tablets, clipboards, or measuring tools.
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Other Characteristics
1. Willing to travel throughout the county.

2. Willing to work overtime and weekends as required.
3. Willing to attend appraisal training in and out of state.
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4. Must be willing to work at any Baldwin County Revenue Commission location as assigned.

Minimum Qualifications

1. Two (2) years of college coursework in business, real estate, taxation, or a related field
preferred.

At least six (6) months of related experience preferred.

Successful completion of Alabama Appraisal Manual course required.

Experience in appraisal, real estate, construction, or related fields may be considered.
Must have a valid driver’s license and be insurable by the County’s insurance standards.

ol ol

Approved-0947/2024 For Approval 08/4/2026 BC Commission Meeting



POSITION DESCRIPTION

Title: Real Property Appraiser II
Department: Revenue Commission
Job Analysis: February 2000, August 2011, September 2024, August 2026

Note: Statements included in this description are intended to reflect in general the duties and
responsibilities of this classification and are not to be interpreted as being all inclusive. The
employee may be assigned other duties that are not specifically included.

Relationships

Reports to: Appratsal- Admintstrator,-Assistant Appratsal Administrater, Chief
Appraiser, Assistant Chief Appraiser, Appraisal Supervisors, and

Revenue Commissioner
Subordinate staff: None
Internal contacts: All Members of Revenue Commissioner’s Office

External contacts: 5 Pess S
Departments; AlabamaDepartmentof Revenue  Taxpayers,
taxpayer representatives, real estate agents, real estate appraisers,
title companies, attorneys, other county departments, Alabama
Department of Revenue

Status: Classified/Non-Exempt (312)

Job Summary

The Real Property Appraiser II performs intermediate-level appraisal work involving the
valuation of residential, commercial, and miscellaneous properties. Responsibilities include field
measurements, construction analysis, land valuation, sales verification, staff assistance, and
Board of Equalization participation. Work requires a solid understanding of appraisal practices
and an ability to work independently.

Job Domains
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1. Measure and list residential, commercial, and miscellaneous improvements per the Alabama
Appraisal Manual.

2. Analyze construction quality, condition, and depreciation for valuation accuracy.

3. Gather and confirm sales for valuation and market studies.
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Establish land values using field inspections and appropriate appraisal methods.
Assist in training staff in measurement, data collection, and appraisal theory.
Attend Board of Equalization hearings and defend assigned appraisals.

Prepare and present valuation evidence in court when required.

Perform office duties including data entry, research, and report preparation.
Assist with resolving appraisal inconsistencies and valuation issues.

Knowledge, Skills, and Abilities

e

9.

10.

11

Solid understanding of appraisal principles, valuation methods, and relevant standards.
Strong analytical skills for evaluating construction quality, depreciation, market data, and
complex property characteristics.

Ability to read and interpret engineering maps, cost data, plats, deeds, and other technical
documents.

Ability to train, guide, and mentor less experienced staff in appraisal practices.

Ability to manage workload independently, use sound judgment, and communicate
effectively with staff and the public.

Proven ability to perform advanced appraisal duties accurately and consistently.

Strong working knowledge of CAMA systems, GIS tools, and Excel.

Demonstrates initiative and accountability by independently managing projects and
producing consistently accurate work.

Understanding of land valuation concepts, including land schedules, neighborhood
delineation, and mass appraisal methods, with the ability to apply these practices as needed.
Able to independently handle specialized or unique appraisal projects requiring flexibility
and sound judgment.

. Strong communication and customer service skills for handling more complex interactions.
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12. Ability to work safely and efficiently in office and field environments, while maintaining
safe driving practices during appraisal fieldwork.

Physical Characteristics

Ability to traverse all types of terrain and construction sites during field inspections.
Ability to work outdoors in various weather conditions.

Ability to view and understand maps, plans, and aerial photos.

Ability to carry light field equipment such as tablets, clipboards, or measuring tools.
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Other Characteristics

Willing to travel and work throughout the county as assigned.

Willing to work overtime and weekends as required.

Willing to attend training in and out of state.

Must be willing to transfer and work at any Baldwin County Revenue Commission location
as assigned.

P

Minimum Qualifications

1. Atleast two (2) years of experience as a Real Property Appraiser I or equivalent, with
demonstrated competency in the skills and responsibilities required at Appraiser II level.

2. Completion of Alabama Appraisal Manual, IAAO 101, 102, 201, and one 300-level courses
required.

3. Two (2) years of college coursework in business, real estate, taxation, or a related field
preferred.
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4. Experience in appraisal, real estate, or related fields may substitute for education.
5. Must have a valid driver’s license and be insurable by the County’s insurance standards.
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POSITION DESCRIPTION

Title: Real Property Appraiser I11
Department: Revenue Commission
Job Analysis: November 2019, August 2026

Note: Statements included in this description are intended to reflect in general the duties and
responsibilities of this classification and are not to be interpreted as being all inclusive. The
employee may be assigned other duties that are not specifically included.

Relationships
Reports to: Chief Appraiser er-other-Sentor Appraisal-Staff; Assistant Chief
Appraiser, Appraisal Supervisors, and Revenue Commissioner
Subordinate staff: None
Internal contacts: Appraisal Department Employees, Revenue Office Personnel

External contacts: 5 Press 5
5 Taxpayers,
taxpayer representatives, real estate agents, real estate appraisers,
title companies, attorneys, other county departments, Alabama
Department of Revenue

Status: Classified/Non-Exempt (313)

Job Summary

The Real Property Appraiser I1I performs specialized appraisal and administrative work for
residential, commercial, industrial, agricultural, and other property types. Work centers on tasks
that require solid knowledge of county appraisal processes, long-term property records, and
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established workflows. This classification is used for specialized duties that support ongoing
operational needs.

Job Domains
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1. Review and resolve property record issues involving historical documentation, or
situations requiring detailed file knowledge.

2. Perform appraisal and administrative tasks requiring knowledge of established county
procedures.

3. Review property changes, land splits, adjustments, and mapping updates involving
unique parcel details.

4. Support equalization and reappraisal by identifying data issues and recommending
corrections.

5. Provide context and clarification to staff regarding established practices and appraisal
methods.

6. Prepare documents, reports, and reference materials related to property records and
appraisal work.

7. Perform appraisal assignments as needed, consistent with duties performed at the
Appraiser I level.
a) Measure and list residential, commercial, and miscellaneous improvements per the

Alabama Appraisal Manual.

b) Analyze construction quality, condition, and depreciation for valuation accuracy.
c) Gather and confirm sales for valuation and market studies.
d) Establish land values using field inspections and appropriate appraisal methods.
e) Assist in training staff in measurement, data collection, and appraisal theory.
f) Prepare and present valuation evidence in court when required.
g) Attend Board of Equalization hearings and defend assigned appraisals.
h) Perform office duties including data entry, research, and report preparation.
1) Assist with resolving appraisal inconsistencies and valuation issues.

Knowledge, Skills, and Abilities
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1. Strong understanding of appraisal practices, especially as they relate to long-standing
processes and established record systems.

Ability to review, interpret, and resolve appraisal issues involving detailed property records.
Skill in reading maps, deeds, property documents, and appraisal files.

Ability to give procedural guidance without supervising staff.

Proficiency with CAMA systems and related tools.

Pl

Physical Characteristics

Ability to traverse all types of terrain and construction sites during field inspections.
Ability to work outdoors in various weather conditions.

Ability to view and understand maps, plans, and aerial photos.

Ability to carry light field equipment such as tablets, clipboards, or measuring tools.
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Other Characteristics

1. Willing to travel throughout the county.
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2. Willing to work overtime and weekends as required.
Willing to attend training in and out of state.
4. Must be willing to work at any Baldwin County Revenue Commission location as required.
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Minimum Qualifications

1. Extensive appraisal experience with strong familiarity in established appraisal methods, as
well as the department’s historical filing and record-keeping practices, including prior use of
legacy systems such as the former CAMA platform and traditional paper maps and files.

2. Must meet all education and experience requirements for the Real Property Appraiser 11
classification; additional appraisal coursework may be considered.

3. Must have a valid driver’s license and be insurable by the County’s insurance standards.
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