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Classification Specification
	

	
	2620100

	
	ABSTRACT TECHNICIAN 



Class Summary
The responsibilities of this classification include maintaining the basic configuration of King County’s real property tax assessment parcel structure.
Distinguishing Characteristics

This is the first level within the Abstract Technician classification series.  This is the journey level.  Incumbents perform basic, general legal description changes, tax status changes and resolve basic issues relating to property title, taxes and record actions.  The work is directed from a document or outside source; determinations affect the subject property and possibly a neighboring property; and corrections to legals are not complicated requiring minimal changes, corrections and research.
This classification is distinguished from the Abstract Technician- Senior classification in that the Abstract Technician-Senior performs the more complex abstract work including metes and bounds legals, unplatted or complex segregations and mergers, lot calculations using COGO, railroad leases, operating properties, condominiums, formal plats, boundary line adjustments, mapping using GIS tools and can perform all abstract entry work.

Examples of Duties (May vary by position)

1. Write concise basic legal descriptions; proportion or prorate assessed values and revise maps to reconfigure parcels as related to basic short plats, segregations, mergers or lot line adjustments, based on recorded conveyances, court documents and taxpayer requests.
2. Research and resolve basic parcel discrepancies based on deeds, customer requests or court orders.  
3. Establish new tax parcels when ownership cannot be determined, or when there has been a lapse in conveyance of a portion of an existing parcel for future tax foreclosure sales requiring minimal research and a determination is clear from the documentation.
4. Alter tax status of parcels based on conveyances between public and private entities, split accounts, and prorate assessed values.

5. Work with attorneys, land developers, surveyors, real estate agents, title officers and numerous governmental agencies to resolve a variety of basic problems.
6. Research and interpret basic legal descriptions and technical documents for internal and external customers.

7. Maintain departmental records.

8. Correspond with property owners and other representatives regarding problems/resolutions relating to title, taxes and other situations.

9. Research titles using established practices and methods.
10. Scan work into database and file departmental records.
11. Perform other duties as assigned.
Knowledge/Skills
Knowledge of real estate principles and terms

Skill in reading maps and basic legal descriptions

Ability to write and understand basic legal descriptions

Skill in manipulating GIS annotation data

Knowledge of general office practice and procedures

Understanding of applicable federal, state and local codes, regulations, policies and procedures
Excellent interpersonal skills as well as oral and written communications skills
Problem solving, research and data analysis skills
Cadastral drafting and drawing skills
Math skills
Skill in the use of personal and mainframe computers and word-processing, spreadsheet and data management software
Education and Experience Requirements

High School diploma or equivalent 

One year related office experience in an Assessor’s office, title company, real estate or escrow field is preferred.

OR
Any combination of experience/education/training that provides the required knowledge, skills and abilities to perform the work

Licensing, Certification and Other Requirements

Some licenses and/or certifications determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt
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