
 

NORTHAMPTON COUNTY NOTIFICATION OF 
POSITION VACANCY 

 

01/27/2020 
 

Tax Administrator 
 
The Human Resources Department is accepting applications for a full-time Tax 
Administrator in the Tax Administration Department.    
 
Qualified candidate:  Thorough knowledge of State laws governing the administration 
of taxes on real and personal property and the collection of taxes.  Thorough knowledge 
of accepted practices in assessing real and personal residential, commercial, and 
industrial property. Thorough knowledge of N. C. Statutes relating to property tax 
collection enforcement actions. 
 
Educational requirement:   Graduation from a four-year college or university with a 
major in business economics, public administration, or related field and considerable 
experience i.e. property appraisal, real estate, or related field and extensive supervisor 
experience; or an equivalent combination of education and experience. 
 
 

Apply at Northampton County HR Department 

9467 Hwy 305, Jackson, N.C. 27845 

or mail completed application to:   

HRD, PO Box 367, Jackson NC 27845 

 

NORTHAMPTON COUNTY APPLICATION REQUIRED 
Available @ www.northamptonnc.com/humanr.asp 

 
 

Deadline to apply:  Open Until Filled 

Salary Range:  Grade 77 - $59,896 - $105,691 

 
 
 

Northampton County is an Equal Opportunity Employer and hires only US citizens  
and lawfully admitted aliens and complies with ADA requirements.   

Northampton County is a drug-free workplace.   
All successful candidates will be subject to drug testing and background checks  

as condition of employment. 



TAX ADMINISTRATOR 
 

 

General Statement of Duties 
Plans, organizes, staffs, and directs the listing and assessment of taxable real -and personal 
property of the county. Directs the accounting functions for levy and collection of taxes for the 
County. Is custodian of the accounting records, both public and confidential related to tax 
assessment and collections. Directs the Geographic Information System (GIS) (formerly Land 
Records) effort in the county including maintenance of E911 Master Address Data. 
 
Distinguishing Features of the Class 
An employee in this class plans and directs the work of staff responsible for appraising property, 
listing taxes, reevaluating property, maintaining property records, manual maps, digital maps, 
photo imagery and other files related to the listing, E911 addressing, assessing and collection of 
taxes. Directs the handling of appeals and public contacts relative tax assessments and 
addressing. Work involves developing policies, procedures, and methods for program 
operations, -budgeting and personnel direction. Works with sensitive and controversial issues in 
the tax listing, assessment, collection, and collection enforcement programs. Independent 
judgment and initiative is required. Work is performed under the supervision of the County 
Commissioners and in cooperation with the County Manager and is reviewed through 
conferences, records and reports, comparative analysis and external audits. 
 
Duties and Responsibilities 
 
Essential Duties and Tasks 
 
1. Plans, organizes and directs the evaluation of real and personal property which is subject to 

taxation by the County and the collection of these taxes. 
2. Plans and supervises the in—house reevaluation of property as directed by state law. 
3. Staffs departments in accordance with budgetary restraints as directed by Board of 

Commissioners. Hires, trains, motivates, coaches, and disciplines employees, handles 
personnel issues. 

4. Plans and executes and monitors operating budgets authorizes expenditures from budget. 
5. Supervises staff responsible for listing and appraising property, preparing tax books, 

preparing and mailing of tax bills, handling of appeals, discovering unlisted property, 
maintaining land records and maps, collecting funds and handling a variety of records, files, 
and information. 

6. Coordinates and serves as administrative support to the Board of Equalization and Review 
and Board of Commissioners providing advice in tax matters. 

7. Directs the appraisal and appeal processes, and handles those appeals that are 
controversial in nature. 

8. Explains tax laws, policies and procedures to property owners, attorneys, real -estate 
specialists, and the general public. 

9. Assures that required legal notices, postings, deadlines, and other guidelines are met in the 
tax appraisal and collection system. 

 
Additional Job Duties 

Performs related duties as required. 
 

 
 
 
 
 



Recruitment and Selection Guidelines 
 
Knowledge, Skills and Abilities 
1. Thorough knowledge of State laws governing the administration of taxes on real and 

personal property and the collection of taxes. 
2. Thorough knowledge of accepted practices in assessing real and personal residential, 

commercial, and industrial property. 
3. Thorough knowledge of N. C. Statutes relating to property tax collection enforcement 

actions. 
4. Considerable knowledge of office practices and procedures required in the accounting and 

analytical functions in the departments. 
5. Considerable knowledge of the organization and functions of County government. 
6. Considerable knowledge of county personnel policy, modern supervisor practices, 

budgeting, and purchasing policies of the county. 
7. Ability to evaluate and appraise a wide variety of real and personal property. 
8. Ability to deal courteously and tactfully with the public. 
9. Ability to establish and maintain an effective relationship with State an County officials, other 

departments, employees, and the general public. 
10. Ability to handle sensitive and controversial tax appeals and other situations.  Ability to  
      Interpret and explain laws, policies, and procedures relating to the listing and assessing  
      property and tax collections to persons having various social, educational and professional 
      backgrounds. 
12. Ability to plan, organize, and evaluate the work of employees. 
13.  Ability to organize work and establish priorities to meet predetermined goal and deadlines         
       of the state. 
 
Physical Requirements 
 
1. Must be able to physically perform the basic life operational support function of stooping, 

reaching, standing, walking, pulling, lifting, fingering grasping, talking, hearing, and repetitive 
motions. 

2. Must be able to perform medium work exerting up to 50 pounds of force occasionally, and/or 
up to 20 pounds of force frequently, and/or up to 1 pounds of force constantly to move 
objects. 

3. Must possess the visual acuity to prepare and analyze data, operate a computer terminal, 
and do extensive reading and detail work. 

 
Desirable Education and Experience 
 
Graduation from a four-year college or university with a major in business economics, public 
administration, or related field and considerable experience i property appraisal, real estate, or 
related field and extensive supervisor experience; or an equivalent combination of education 
and experience. 
 

  

  

    


