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        DATE:  10/17/2014 
        ANALYST: Michael Hebner 
 
 

CLASSIFICATION REPORT 
 
PROPOSED TITLE:   Chief Appraiser (Appointed) 
 
CURRENT TITLE:  Chief Appraiser (Appointed)  
 
INCUMBENT:  Vacant  
 
REASON FOR REQUEST:  Department requests review to ascertain proper 

classification  
 
DATE QUESTIONNAIRE    
SUBMITTED:   10/7/2014  
  
DATE OF PREVIOUS STUDY: 2007  
 
DISPOSITION OF PREVIOUS   
STUDY:    Established as Chief Appraiser, Appointed 515 Points,  

Grade 11      
   

PERSONS INTERVIEWED:   Patrick Todd, City Assessor  
     Rebecca Malmquist, Director Assessments   
  
RECOMMENDATION:  Establish the position as Chief Appraiser, Appointed Grade 
      12. 546 Points   
 
The City Assessor has submitted the Chief Appraiser position for review noting that the 
certification requirements for the job have significantly changed (Minnesota State Law has  
modified the required certifications required to do assessment and appraisal work in the State and 
this has impacted all the Assessor/Appraisal positions in the City Assessors Office).  The duties 
and responsibilities have also evolved over time.  The factor analysis below clarifies the impact 
of the changes on the classification of the position.    
 
The proposed duties and responsibilities of the position are listed below:  
 

Tax Court Administration 
• Establish, develop and maintain department-wide tax court schedule. Ensure section supervisors and 

their staff comply with tax court orders, litigation deadlines and timely recording and dispensing of 
settled and dismissed cases 

• Lead the development and implementation of department-wide appraisal standards and 
templates. Oversee trial preparations leading up to tax court. 



• Responsible for the litigation in estimated market value of court petitions (2.6 Billion five year 
average).  

• Review and approve petitioner’s financial information for compliance (per Minn. Stat. 
278.05 Subd. 6), mediate stalled negotiations between staff and tax attorneys and real estate 
professionals. 

• Write highly technical narrative appraisals and testify as an expert witness in Minnesota 
State Tax Court on large, complex or controversial valuation cases. 

• Supervise the collection, cataloguing and distribution of financial statements and forms to internal 
and external users for each tax court appeal utilizing the Govern System and Taxsys System. 

• Responsible for developing trial strategies with the County Attorney’s Office.  Identify 
strengths and weaknesses in a petitioner’s appraisal and testimony. 

• Manage professional service contracts and provide direction and oversight to contractors that 
perform real estate appraisal and consulting services for tax court related litigation.  

• Manage high volume tax petition scheduling orders, interrogatories and deadlines.  
Implement “best practices” strategies to insure the tax appeal system can accommodate 
sudden and significant fluctuations in appeals with minimal financial impact on City and 
department resources. 
 

Manage Staff through Directing, Coaching, Supporting and Delegating 
 
• Assigns work and provides clear work direction and expectations to department staff. 
• Develops and outlines the principal responsibilities, skills, and knowledge needed for each 

position in the work unit and the performance indicators that will be used to evaluate 
employee performance.   

• Trains, mentors, and coaches employees on customer service techniques and assessment 
processes to increase both employee and customer satisfaction in each transaction. 

• Direct, instruct, and advise employees on:  current real estate appraisal data, the valuation of 
real property, new legislation affecting valuation and assessment administration, real estate 
tax law, assessment procedures and public relations problems. 

• Builds and manages workforce based on department goals, budget considerations, and 
staffing needs.  Ensures that employees are appropriately recruited, selected, appraised, and 
rewarded.  Takes action to address performance problems.  Manages a multi-sector work 
force and a variety of work situations. 
 

Support City and State Goals, Objectives, and Mandates 
• Direct the work of the Principal Appraisers in the valuation and classification of complex  

downtown Central Business District (CBD) and neighborhood properties  
• Lead special projects.  Annually create and publish  the CBD Land Map used by city 

departments, developers, private appraisers, the Downtown Building Owners and Managers 
Association (BOMA) and the media 

• Rapidly responds to new tax legislation; interprets and directs implementation of legislative 
mandates or Department of Revenue directives. 

• Represent the Assessor’s office at council meetings, City and non-City department meetings, 
neighborhood and community engagement initiatives, and taxpayer meetings. 



• Inform and educate taxpayers on Minnesota real estate laws and procedures related to 
property tax assessment and real estate sales activity.  Supervise the Local Board of Appeal 
and Equalization proceedings and 1100 informal appeals annually (five year average). 

• Lead Business Process Improvements (BPI) projects to evaluate the department’s workplace 
practices and procedures and maintain quality improvement initiatives. 

• Respond to Mayor, City Council, City and non-City departments and neighborhood groups 
on requests for information, assistance and professional advice on real estate trends and 
property tax questions. 

• Approve the assessment rolls; the auditing and recording of sales information and ratio 
studies; and data processing activities of the department. 

• Direct the administration of legislative programs; including homestead and exemption 
appeals and investigations. 

• Authority to approve or deny tax exempt classification. Has oversight over compliance 
enforcement, exemption fraud and management of all exempt property records. 

• Promote a diverse, culturally competent, and respectful workplace. 
Work with other leadership team members to develop plans and goals for the department 
 

POSITION ANALYSIS 
 
PREREQUISITE KNOWLEDGE  
 
The position requires a Bachelor’s Degree in Real Estate, Architecture, Engineering, or an 
equivalent.  It requires five years of work experience that demonstrates competency in 
leadership, problem-solving, interpersonal and motivational skills.  Tax court experience, 
including report writing, trial preparation, and testifying is highly desirable.  Four years as an 
Assessor II which requires prior experience in assessment would meet the minimum experience 
requirement.  The position requires a valid driver’s license.   
 
The minimum certification qualifications for the Chief Appraiser position have changed 
significantly from a Certified Minnesota Assessor (CMA) to an Accredited Minnesota Assessor 
(AMA) with the Senior Accredited Minnesota Assessor Certification  (SAMA) required within 
12 months of hire.       
 
The change in certification level represents a significant change.  A rating of 65 points is 
appropriate and will be applied.  
 
DECISIONS AND ACTIONS 
 
The Chief Appraiser will be responsible for planning, directing, implementing, and achieving 
department strategic goals and objectives related to the department’s mission.  The Chief 
Appraiser will lead and manage Principal Appraisers in the assessment and classification of the 
Central Business District (CBD) and complex neighborhood commercial properties to ensure fair 
and equitable assessments in compliance with all State Statutes for ad-valorem tax purposes.  
The Chief Appraiser will be responsible for Department-wide appraisal standards, processes, 
procedures and templates to ensure successful outcomes in tax court.  The position will establish, 
develop and maintain department-wide tax court schedule. It will ensure that section supervisors 



and their staff comply with tax court orders, litigation deadlines and timely recording and 
dispensing of settled and dismissed cases.  It will lead the development and implementation of 
department-wide appraisal standards and templates and oversee   trial preparations leading up to 
tax court.   It will confer with the Director Assessments on complex and controversial cases as 
required.   The position will be expected to deal independently with assessment decisions: 
values, attributes, petitions, reviews, and customer complaints and information requests.  It will 
independently handle supervisory decisions and resolve employee conflicts.  The position will 
participate in tax court negotiations, settlement offers, and settlement decisions.   
 
A rating of 60 points will be assigned.  Jobs at this level supervise critical work groups, or 
manage a specialized function.   Positions at this level are involved in aiding and advising 
regarding certain actions, and implementing and monitoring programs under their direct 
authority.  These positions typically have responsibility for the formulation of objectives, 
policies, and programs.  They advise on identification of goals, objectives, and performance 
measures.  Decisions tend to have greater effect on the organization due to greater city-wide 
impact, more notable budgetary impacts, or longer-term impacts.  Work is done under 
supervision in accordance with broadly stated policies or principles, sometimes of advanced 
nature and with latitude for the exercise of independent judgment.  Performance generally has 
influence on finances or delivery of services; errors or inadequacies could cause serious 
inconvenience, embarrassment or expense.  Decisions and actions are subject to prior approval in 
complex or unusual cases. 
 
SUPERVISORY RESPONSIBILITY  
 
The Chief Appraiser supervises three Principal Appraisers.  A rating of 5 points is appropriate 
and will be assigned.  
 
RELATIONSHIPS RESPONSIBILITY  
Within the Assessor’s Office the position will interact with the Manager of Assessment Services 
regarding coordination and management of data and information throughout the Department 
regularly.  It will also participate with the Manager Assessment Services in the development of 
reports and data requests for elected officials, the media, and taxpayers.  The position will work 
closely with the City Assessor and the Director of Assessments regarding the completion of the 
annual assessment and the coordination of Department resources.  It will work closely with the 
Supervisor Real Estate Assessment positions in coordinating defense of tax court cases involving 
multiple property types and use of shared resources.  The position will work with the Business 
Application Manager regarding use and improvement of valuation models, and general use of 
technology.   

Outside the Assessor’s Office but still within the City Service the position will work with the 
Community Planning and Economic Development Department (CPED) regarding new 
development values, ownership, sales, and tax increment financing (TIF) issues.  It will work 
with Regulatory Services Department and CPED regarding tax payer questions, licensing issues, 
and coordination of data.  The position will work with 311 to develop efficient scripts and 
knowledge base to allow efficient handling of incoming calls.  It will interact with the 
Information Technology Department regarding technology issues.  It will work the 
Communications Department regarding public notices bi-annually.  The job entails contact with 



the Finance and Property Services Department regarding payroll issues, staff reimbursements, 
and equipment purchases.  The position will interact with Human Resources staff on 
employment matters such as hiring, performance, and other employee relations issues.   It will 
occasionally work with the City Attorney’s Office regarding compliance with City policy or 
other legal questions.  The job will work with Council Members and their staff to address 
constituent questions as required.  The position will have contact with both internal and external 
union representatives in addressing contractual issues that occur.             

The position will work with the Hennepin County Attorney’s Office in preparing for trials and 
appeals, including preparing appraisals, exhibits, and discovery, and in coordinating tax court 
calendars.  It will work with the Minnesota Tax Court coordinating schedules, answering 
questions, and appearing as an expert witness.  The position will work with the Minnesota 
Department of Revenue regarding changes in statues which control assessments, and to finalize 
sales verifications for statutory ratio studies.   

Other outside contacts for the position include Tax Representatives regarding information 
sharing and to negotiate settlements of tax court petitions. The job will work with Real Estate 
Brokers, Appraisers, and other professionals to answer questions, and verify sales and appraisal 
information.  The job will work with Assessors from outside the City to exchange real estate 
trend data and reports; respond to questions; verify sales; appraisal analysis; classification and 
exemption policy and procedures.  
 
The Relationship Responsibility factor measures the need to meet and deal with others 
effectively, as indicated by the frequency, nature, scope and importance of the working 
relationships required by the duties of the job. Consideration is given to whether: the matters 
involved are complex or controversial in nature; there is need for considerable tact, diplomacy 
and persuasiveness; the scope of the relationship is confined within the department or section or 
extends outside the section, but remains within City Service, or extends outside the City Service; 
and the importance to the organization of having the required relationships established and 
maintained smoothly and effectively. A rating of 65 points will be applied.   Jobs at this level are 
responsible for creating and maintaining effective relationships that are essential to the success 
of the job function and that require the use of tact and diplomacy in dealing with departments, 
agencies and constituents on matters that could result in potential lawsuits, have large financial 
impact, or where communications are closely scrutinized, are highly visible and have the 
potential of harming the City's image.   
 
WORKING CONDITIONS  
 
The position entails a combination of indoor office work combined with field inspection work.  
The position will accompany staff on field inspections with emotionally charged or threatening 
taxpayers.  It will inspect properties under construction.  There will be occasional exposure to 
noise and dirt at construction sites during inspection.  The work entails driving and inspecting 
properties in all types of inclement weather.   
 
The job entails combination office and field work with some exposure to hazards and a rating 25 
points is appropriate and will be applied.   
 
 



EFFORT 
 
The effort in the position is primarily mental effort in that there is a high need for attention to 
detail, strain to meet deadlines, problem solving and analytical activities and other mental 
activities required to deal with lawsuits against the Department and a high volume of tax court 
petitions.  There is mental effort in dealing with inquiries from the Mayor and Council members.  
The position manages external consultants and private appraiser contracts and participates in 
creating an annual legislative program requiring mental effort.  It supervises staff and deals with 
staff union contract issues.   The position deals with deadlines in dealing with court cases and 
appeals and in dealing with the twelve month assessment cycle.  There are deadlines in 
preparation work for Results Minneapolis.  The position must deal with deadlines associated 
with new legislation each year.   
 
A rating of 55 points will be assigned.  Jobs at this level are higher level positions which are 
faced with continual deadlines, time pressure, and a need to pay strict attention to detail, 
resulting in mental effort and fatigue.  Managerial and supervisory jobs at this level will typically 
participate in professional activities as well and having the pressure of managing others.  They 
are over major areas of accountability, where actions and activities can have City-wide impact, 
and involve significant resources.  Deadlines are crucial and there can be limited windows of 
time to complete work.  These positions spend a great deal of time using a computer, reviewing 
financial, specialized, or legal documentation and related detail content, which can lead to eye-
strain and fatigue.  Some of the jobs at this level have major responsibility for projects and 
communications with customers 
 
According to the City Assessor the proposed position meets the criteria for appointed positions 
under the Minneapolis Code of Ordinance, Section 20.1010 as follows:  
 
1.  The person occupying the position must report to head of the designated City  
     Department or the Designated City Department Head’s Deputy. 
 
             The position will report to the Director Assessments 
 
2.  The person occupying the position must be part of the designated Department  
     Head’s management team    
 
 The position will be a part of the City Assessor’s management team  
 
3.  The duties of the position must involve significant discretion and substantial  
     involvement in the development, interpretation, or implementation of City or  
     Department policy. 
 

The position includes responsibilities to develop, interpret, and implement policy 
and procedure in the City Assessor’s Office including leading the development and 
implementation of department-wide appraisal standards and templates, and implementing 
“best practices” strategies to insure the tax appeal system can accommodate sudden and 
significant fluctuations in appeals with minimal financial impact on City and Department  



resources. 
    

4.  The duties of the position must not primarily require technical expertise where  
     continuity in the position would be significant. 
 

Although the position does require a level of expertise in the real estate, property tax, and 
appraisal field, it exists to provide leadership and direction in the assessment of 
commercial properties, and in the response to litigation and appeals, and strong 
supervisory, management, communication, and leadership skills are of significance, as 
opposed to continuity in the job.  

 
5.  There is need for the person occupying the position to accountable to, loyal to,  
     and compatible with the Mayor, City Council, and the Department Head. 
 

The position will require a close working relationship with the City Assessor and 
Director Assessment for policy development and implementation, which is in alignment 
with City direction.  It will be ultimately accountable to the City Assessor, the Mayor, 
and City Council    

 
RECOMMENDATION: 
 
Establish the position as Chief Appraiser, Appointed, Grade 12, 546 Points  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CLASSIFICATION 
FACTOR WORKSHEET 

Benchmark 
Classifications 

Factors Total 
Points 

Grade 
 Level  

 1 2 3 4 5 6   

Principal Appraiser  55 55 0 55 25 50 476 10 

Chief Appraiser (current) 60 60 5 60 20 50 515 11 

Manager Assessment 
Services  

65 65 10 65 20 55 563 12 

Director Assessments  70 75 30 70 20 70 650 14 

City Assessor 80 80 30 80 20 75 715 15 
PROPOSED 

CLASSIFICATION 
 

Chief Appraiser 
(Proposed) 

65 60 5 65 25 55 546 12 

 
1. Prerequisite Knowledge  
2. Decisions and Actions 
3. Supervisory Responsibility  
4. Relationship Responsibility 
5. Working Conditions  
6. Effort   

 
Executive Exemption  
 
The position will be responsible for directing the work of three full time Principal Appraisers in 
the subdivision of the City Assessor’s Office responsible for the most complex commercial 
assessments.  The position will have the authority to effectively recommend personnel decisions 
for the positions that report to it, including hiring, and status changes, discipline, dismissal, and 
its recommendations will be given particular weight in the City organization.  The position will 
be paid at rate exceeding the minimum $455/00 per week required.      
  
 
 
 
 
 
 
 



 
 


