
SALES ANALYST 

TAX /REVALUATION DEPARTMENT 

 

GENERAL STATEMENT OF JOB 

 

Under general supervision, this position requires some computer knowledge as to 

creating special spread sheets containing sales data and associated data base elements, 

including and not limited to Microsoft access and excel reports.  Also requires a high 

degree of accuracy as this data ultimately is scanned by the North Carolina Department of 

Revenue.  The person responsible for this position must be able to do research in the 

Register of Deeds office and record such data into the County’s appraisal records.  

Responsible for maintaining records pertaining to informal reviews of property values as 

well as appeals to the more formal Caldwell County Board of Equalization and Review.  

Schedules appointments for the Board and prepares case file packets for the Board 

members.  Mails notices containing results of reviews and/or Board hearings to property 

owners in a timely manner.  This position is also responsible for sending and picking up 

daily mail for the County. 

  

Additionally, this position requires detailed knowledge of the County’s appraisal 

software, including, but not limited to, the following tasks: 

 

Appraisal File Update:   

 

Must be able to transfer manual corrections from property record field cards into system 

driven final print records.  In this regard, the position requires that manually calculated 

values match the final system driven corrections.  Must be able to enter new construction 

data and to post sales data in proper position on automated appraisal record.  Must have 

good spatial skills so as to be able to create a system driven sketch on the property record 

card. 

 

Print Appraisal Cards:   

 

Must be able to print system driven property record cards as needed. 

 

Research Inquiries:   

 

Must be able to respond to phone and/or walk-in inquiries as to owner’s name, parcel ID, 

and value. 

 

Generate Reports:   

 

Must be capable of generating any system driven reports residing in the County’s 

appraisal software. 

 

 

 



Neighborhooding Management:  

  

Must have the ability to cause individual parcels to be input into a particular 

neighborhood via the County’s neighborhood software program. 

 

ADDITIONAL JOB FUNCTIONS 

 

Performs other related work as required. 

 

MINIMUM TRAINING & EXPERIENCE 

 

Graduation from high school supplemented by courses in secretarial and business 

practices; 1 to 2 years of experience in secretarial work preferred, or any equivalent 

combination of training and experience which provides the required skills, knowledge 

and abilities.  

 

SPECIAL REQUIREMENTS 

 

Physical demand requirements are in excess of those for Sedentary Work. 

Possession of a valid North Carolina driver’s license. 

 


