POSITION DESCRIPTION

Title: Mapper |
Department: Revenue Commission
Job Analysis: September 2010, August 2011, July 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: Mapping Supervisor, Administrator of Mapping, Assistant Chief
Appraiser, Chief Appraiser, and Revenue Commissioner

Subordinate Staff: None
Internal Contacts: Other employees of Revenue Commissioner’s office
External Contacts: Members of Probate office, surveyors, attorneys, property owners,

general public

Status: Classified/Non-Exempt (309)

Job Summary

The Mapper I position updates and maintains the county’s parcel maps using GIS-based software.
Duties include reviewing deeds, plats, surveys, plotting parcel changes, updating ownership and
parcel data, researching records, and assisting the public and other county departments with
property related questions. This position supports accurate property mapping for taxation and

public records.

Essential Job Functions

A. Pletting Digital Mapping and Parcel Maintenance
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Review deeds, subdivision plats, and related documents to identify parcel changes.
Locate parcels using digital mapping systems and legal descriptions.

Determine whether documents require ownership updates, parcel splits, or boundary
adjustments.

Digitally plot and update parcel boundaries based on bearings, distances, and survey
information.

Update parcel attributes and ownership information in the digital GIS system.
Create new subdivisions from recorded plats using COGO tools or survey files.
Correct mapping errors or discrepancies in digital parcel files.

Contact surveyors, attorneys, or title companies when documents need clarification.

B—Assisting Public-and Other- County Departments Public and Department Assistance

Assist property owners with questions about ownership, boundaries, and mapping
discrepancies.

Provide general guidance to the public on how to navigate the county’s online mapping
or property search tools.

Assist realtors, surveyors, attorneys, and title companies with parcel mapping inquiries..
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4. Verify parcel numbers and ownership information for other county departments.
5. Assist collections in determining whether tax issues are related to mapping errors.
6. Coordinate with appraisal staff when mapping issues affect property assessments.

C. Woetking ErrorRequests(Parcel Error-Change Forms) Ownership and Parcel Correction

1. Review discrepancy requests and supporting documents submitted by property owners.

2. Process ownership changes using death certificates, marriage certificates, and other
official documents.

3. Review deed information to ensure mapping records are updated accurately.

DB—Clerieal

+—Enter-and-complete-errorrequest (Pareel Error Change Forms):
2. Answer phone and route calls.

E. Record Research

1. Research plats, title indexes, wills, and court documents to resolve property
discrepancies.

2. Use probate, circuit court, and other record indexes to gather required information.

3. Review historical documents, including older deeds, surveys, and plats, to verify
long-standing parcel boundaries or history.

4. Review historical records for condominium or other specialized parcel mapping.

Knowledge, Skills, and Abilities
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Clear, professional communication skills with the public and coworkers.

Intermediate math skills, including basic geometry for measurements and acreage.
Ability to read and understand deeds, legal descriptions, maps, plats, and aerial imagery.
Ability to analyze property boundaries and resolve mapping discrepancies.

Ability to interpret surveys, subdivision plats, and highway plans.

Basic computer skills, including Excel, Word, and general office software.

Ability to learn and use GIS mapping software; GIS experience preferred.
Understanding of basic surveying terminology (preferred).

Ability to use standard office and mapping equipment.

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

Physical Characteristics
(in cases of physical handicap, reasonable accommodation will be made)
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Ability to read fine print on deeds, maps, and digital imagery.

Ability to communicate clearly, courteously, and effectively with the public and coworkers.
Ability to stay focused during detailed tasks and manage higher workloads during peak

periods.

Ability to safely perform routine physical tasks in an office environment, including walking,
standing, bending, navigating stairs, and lifting books, map files, or boxes

Other Characteristics

Approved-9/06/20H For Approval 07/21/2026 BC Commission Meeting



Basic understanding of Alabama appraisal and mapping standards is helpful but not required.
Willingness to travel for training and attend workshops in and out of state.

Willingness to work occasional overtime or weekend hours as needed.

Willingness to work at any Baldwin County Revenue Commission office location as assigned.

el s

Other-Charaeteristies Minimum Qualifications

1. ngh school d1ploma or equivalent.

2 MO h
a+de€l—el—ra£tmg—e%earteg—raphy College coursework in geography, GIS crvrl engmeermg, or
computer mapp1ng preferred.

3. ~
Completlon of Property Tax Educatlon courses (Ba51c Mappmg and lntermedlate l\/[appmg)
requ1red for advancement toward Alabama Cert1ﬁed Mapper des1gnat1on after hire.

4. : : : Re

Mapping experience, or any equivalent comb1nat1on education, experience, or training which
prov1des the required knowledge skills and abilities relevant to the posmon

Approved-9/06/20H For Approval 07/21/2026 BC Commission Meeting



POSITION DESCRIPTION

Title: Mapping Support Technician I
Department: Revenue Commission
Job Analysis: September 2010, August 2011, July 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: Mapping Supervisor, Administrator of Mapping, Assistant Chief
Appraiser, Chief Appraiser, and Revenue Commissioner

Subordinate Staff: None

Internal Contacts: Other employees of Revenue Commissioner’s office
External Contacts: Members of other County offices, general public
Status: Classitied/Non-Exempt (306)

Job Summary

Provides general office and customer service support for the county Mapping Department.
Responsibilities include preparing documents, filing records, handling mail, maintaining
supplies, and assisting the public. The position also supports staff by preparing and organizing
requests related to property ownership updates.

JobDoemains Essential Job Functions

A. Reception and Referral-Customer Service
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Greet and assist visitors in a professional and courteous manner, providing basic guidance as
needed.

Answer incoming phone calls, provide basic property information, and direct callers to the
appropriate staff or department.

Help customers and staff locate property information such as parcel numbers and map
locations using computer systems and printed maps.

Clerical and Office Support

Retrieve records (deeds, maps, cards) from department files and other county offices as
needed.

Search probate records for documents required by mapping staff.

Track office and printer/plotter supplies, complete supply orders, and update supply logs.
Prepare letters and mail-outs following department procedures.

Maintain production reports and update daily reporting records.

Review redemption documents and identify those requiring mapping department action.
Receive and review documents from other departments and complete any mapping-related
actions required in accordance with department procedures.

Filing
3 E | . 1 S the .

Sort and file tax maps in the correct geographic order.
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2. File property ownership documents and supporting materials according to department
procedures.
3. Maintain organized filing systems and update inventories as needed.

D. Ownership and Record Update

1. Review change forms and deed recordings to identify required ownership or record updates.

2. Verity parcel ownership and research property details using department systems and public
records.

3. Confirm referenced deeds and obtain copies as needed.

4. Complete necessary ownership updates as directed by mapping procedures.
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Ability to communicate clearly, courteously, and effectively with the public and coworkers.
Basic math, reading, and writing skills, including the ability to understand property-related
documents.

Accurate typing skills and ability to operate standard office equipment (computer, copier,
plotter, calculator).

Ability to follow written and verbal instructions, stay organized, and maintain detailed
records within established systems and procedures.

Basic computer skills, including Excel, Word, and the ability to learn and use department-
specific software.

Ability to research records, identify issues, and work through tasks in a logical order.
Knowledge of filing systems and ability to maintain organized files.

Ability to read fine print on deeds, maps, and digital imagery.

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

. Ability to safely perform routine physical tasks in an office environment, including walking,

standing, bending, navigating stairs, and lifting books, map files, or boxes

Other Characteristics

1.
2.
3.
4.

Basic understanding of Alabama appraisal and mapping standards is helpful but not required.
Willingness to travel for training and attend workshops in and out of state.

Willingness to work occasional overtime or weekend hours as needed.

Willingness to work at any Baldwin County Revenue Commission office location as
assigned.

Minimum Qualifications/ Advanecement
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1. High school diploma or equivalent.

2. Coursework in basic computer skills, office administration, business, records management, or
related areas is preferred.

3. Encouraged to pursue and obtain Support Staff designation through the Alabama Property
Tax Education and Certification Program to further their professional development.

4. Advancement from Support Technician I is based on job performance, experience, and
job-related education or training.
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POSITION DESCRIPTION

Title: Personal Property Appraiser Trainee
Department: Revenue Commission
Job Analysis: Dec 2020, Sept 2021, Sept 2022, Sept 2024, July 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: Appraisal Supervisor, Administrator of Personal Property,
Assistant Chief Appraiser, Chief Appraiser, and Revenue
Commissioner
Subordinate Staff: None
Internal Contacts: Appraisal Department Employees, Revenue Office Personnel
External Contacts: Taxpayers, Taxpayer Representatives, Accountants, Attorneys,

Board of Equalization members, other County Departments,
State Department of Revenue, and Revenue Departments from
other Counties within Alabama

Status: Classified/Non-Exempt (309)
Job Summary

Under the direction of the Appraisal Supervisor or Administrator of Personal Property, the
Appraiser Trainee’s job duties consist mainly of the discovery of business personal property and
the maintenance of an accurate listing of all business personal property accounts within the tax
jurisdiction. The Appraiser Trainee also performs review audits and telephone audits to ensure
the accurate and lawful reporting of taxable business personal property. In addition, the
Appraiser Trainee assists in the performance of business personal property physical inspections
to ensure the accurate and lawful valuation and collection of tax revenue in the county. Performs
other duties as assigned by supervisor.

Essential Job Functions

A. Discovery

1. Identifies businesses within the taxing jurisdiction using all available sources, including
but not limited to real property appraisal reports and Property Record Cards; state, county
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and city business licenses and sales tax accounts; telephone directories; news media; and
physical canvass.

B. Administration

1. Compiles and maintains an accurate listing of all businesses within the taxing
jurisdiction.

2. Respond to routine taxpayer inquiries regarding assessment notices and general personal
property functions.

3. Maintain data integrity by inputting mass appraisal data such as acquisition costs, asset
descriptions, and depreciation codes into the assessment software.

C. Appraisal
1. Calculates the market value of personal property using the three approaches to value:

cost, sales comparison, and income as well as the Grid Method as outlined in the
Alabama Personal Property Appraisal Manual.

D. Auditing

1. Performs review audits on returns filed each year and telephone audits as instructed.
2. Assist in physical inspection audits, detailed desk audits, and detailed on-site audits of
small to medium size businesses.

E. Physical Inspections

1. Assists in the performance of on-site physical inspections of the assets located at each
business.

2. Compares listing of assets as reported by the taxpayer on their Personal Property Return
with assets as observed during inspections.

3. Gathers necessary information to accurately list all observed assets.

4. Makes appropriate adjustments so that all assets are correctly assessed.

F. Office Management

1. Cross-training among eth

of other staff posmons within the Revenue ofﬁce

3. Locate parcel numbers or PPINs for personal property returns and related real property
parcels.
4. Answer telephone.
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5. Filing as needed.
6. Maintain accurate daily report of amount of work and time spent.

G. Board of Equalization

1. Hold or assist in informal hearings to listente assist property owner and-answer-guestions
and amend reerreet appraisal data when-diseovered as needed.

2. Explain appraisal methods and values.

3. Give reports to the Board of Equalization as necessary.

Knowledge, SKkills, and Abilities

1. Knowledge of mathematics to include addition, subtraction, multiplication, division and
percentages as needed to calculate data such as personal property market values, assessed
values and taxes

2. Ability to communicate in writing to include proper usage of English, grammar, punctuation,
spelling, and business writing to prepare letters, memoranda, reports, and forms.

3. Ability to communicate eraly- effectively with individuals such as coworkers, taxpayers,
taxpayer agents government officials and attorneys to obtain and provide 1nformat10n

5. Ability to assist other appraisal personnel performing personal property clerical and
discovery activities.

6. Ability to establish and maintain effective working relationships with taxpayers and
coworkers.

7. Ability to operate standard office equipment including printer, scanner, calculator, fax
machine, and copier.

Basic computer skills, including Excel, Word, and the ability to learn and use department
software for data entry and analysis.

9. Ability to research records, identify issues, and work through tasks in a logical order.

10. Ability to follow and apply departmental rules, regulations, and procedures.

11. Ability to work safely and efficiently in office and field environments, and to drive safely
while performing appraisal fieldwork.

Physical Characteristics

—

See well enough to read fine print, maps and aerial photos.
Hear well enough to respond to verbal commumcatlon

bl

Eq&ah—z&ﬁeﬂ— Ablhty to communicate clearly, courteously, and effectlvely w1th the public
and coworkers.
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4. Body movement or mobility to be able to move about on all types of construction sites and
different terrain.

5. Stamina to withstand adverse weather conditions such as heat and cold when reviewing
parcels in the county.

6. Physical ability or mobility to successfully perform in an office environment including
everyday tasks such as typing, sitting, standing, bending, lifting, moving, or carrying file
boxes or boxes of paper.

Other Characteristics

Must be 20 years of age.

Willing to travel throughout the county.

Willing to work overtime and weekends as required.

Willing to attend appraisal training in and out of state.

Must be willing to work at any Baldwin County Revenue Commission office location as

Nk =

assigned.

Minimum Qualifications

1. High school diploma or equivalent with two (2) years of college level courses in business
administration, accounting, taxation, law, property valuation or related fields. Prior appraisal
training and/or closely related experience may be considered in lieu of college education.

Appraisal Manual and IAAO 101 Fundamentals of Real Property Appraisal) required for
advancement toward Alabama Certified Personal Property Appraiser designation after hire.

3. Must possess a valid Adabama-driver’s license and be insurable through the County
Commission.
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POSITION DESCRIPTION

Title: Real Property Appraiser Trainee
Department: Revenue Commission
Job Analysis: Feb 2000, Jan 2015, March 2016, Sept 2024, July 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: Revenue Commissioner, Appraisal-Administrator (Chief
Appratser); Chief Appraiser, Assistant Chief Appraiser, Real

Preperty Appraisal Supervisors, and-Real Property-Analyst-
Fratners

Subordinate staft: None
Internal contacts: All Members of Revenue Commissioner’s Office
External contacts: Taxpayers, Taxpayer Representatives, Real Estate Agents, Real

Estate Appraisers, Title Companies, Attorney’s, Other County
Departments, Alabama Department of Revenue

Status: Classified/Non-Exempt (310)

Job Summary

The Real Property Appraiser Trainee performs entry-level technical support work in the
appraisal of residential or commercial properties. Responsibilities include basic field
measurements, data collection, sales research, and learning county appraisal procedures. Work is
performed under close supervision while developing foundational knowledge of appraisal
principles, valuation practices, and departmental standards.

Essential Job Functions
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1. Locate and identify property using maps, plats, and county systems.

2. Measure and list residential and commercial structures following the Alabama Appraisal
Manual.

3. Gather, verify, and record construction data and property characteristics.

4. Assist in rating construction quality and identifying depreciation.

5. Conduct preliminary sales research and confirm sales with owners and real estate
professionals.
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6. Perform office functions including data entry, parcel research, map printing, and
maintaining files.

7. Assist during Board of Equalization hearings by reviewing records and updating
appraisal data when appropriate.

8. Maintain accurate logs, reports, and field notes.

Knowledge, SKkills, and Abilities

Ability to learn appraisal principles, valuation concepts, and county procedures.

Basic mathematical ability for calculating measurements and property attributes.

Ability to read maps, deeds, and aerial photos.

Basic computer skills, including Excel, Word, and the ability to learn and use department-
specific software.

Ability to research records, identify issues, and work through tasks in a logical order.
Ability to establish effective working relationships with the public and coworkers.

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

Ability to work safely and efficiently in office and field environments, including
construction sites, and to drive safely while performing appraisal fieldwork.
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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.

1.
2.
3.
4.

Other Characteristics

Willing to travel throughout the county.

Willing to work overtime and weekends as required.

Willing to attend appraisal training in and out of state.

Must be willing to work at any Baldwin County Revenue Commission office location as
assigned.
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Minimum Qualifications

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

2. Experience in real estate, construction, or related fields preferred.

3. Other education, training, or experience that provides the required skills and abilities may be
considered.

4. Must possess a valid driver’s license and be insurable through the County Commission.
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POSITION DESCRIPTION

Title: Senior Real Property Analyst (Part-Time)
Department: Revenue Commission
Job Analysis: July 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
Subordinate Staff: None
Internal Contacts: Appraisal Department Employees, Revenue Office Personnel
External Contacts: Taxpayers, Taxpayer Representatives, Accountants, Attorneys,

Board of Equalization members, other County Departments,
State Department of Revenue, and Revenue Departments from
other Counties within Alabama

Status: Classified/Non-Exempt (317)
Job Summary

The Senior Real Property Analyst (Part-Time) performs advanced professional appraisal and
analytical work on a project-focused schedule. Responsibilities include complex valuation
assignments, mass appraisal modeling, ratio studies, land valuation projects, equalization
reviews, and staff mentoring. This classification provides expert technical support and high-level
analytical guidance.

Essential Job Functions

1. Conduct advanced analysis of complex commercial, industrial, agricultural, and special-use
properties.

2. Lead or support specialized projects involving model development, depreciation schedules,
land valuation studies, or land schedule updates.

3. Perform ratio studies, equalization reviews, and market trend analyses to identify areas
requiring revaluation.

4. Review complex appraisals and assist staff in resolving valuation or modeling issues.

5. Provide mentoring, professional guidance, and technical training to appraisal and analytical
personnel.
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Prepare advanced reports and documentation for Board of Equalization and court-related
matters.

Assist attorneys and county representatives with expert-level appraisal analysis for litigation
support.

Knowledge, Skills, and Abilities

Expert-level understanding of advanced appraisal principles, land valuation, and mass
appraisal procedures.

Strong analytical and statistical modeling abilities.

Strong communication skills with demonstrated ability to mentor staff and provide high-level
technical support.

Ability to independently manage project-based work with accuracy and professionalism.

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 maps, plans, and aerial photos clearly.

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

Other Characteristics

Willing to travel and work throughout the county as assigned.

Willing to work non-standard hours, including evenings or weekends, as needed.

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.

Minimum Requirements

Alabama Certified Appraiser (ACA) or other recognized appraisal certification required.
Minimum of ten (10) years of advanced appraisal experience required.

Advanced coursework through IAAO or the Appraisal Institute strongly preferred.
Associate degree in real estate, business, finance, geography, GIS, or related field preferred.
Must possess a valid driver’s license and be insurable through the County Commission.
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