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 ESSENTIAL JOB FUNCTIONS 

 

 

  DUTY STATEMENT 
SCHEDULE TO BE WORKED/WORKING HOURS EFFECTIVE DATE

CIVIL SERVICE CLASSIFICATION   

Business Taxes Administrator III 

WORKING TITLE 

Manager - Board Roll, Field Appraisal, and Timber Tax 
DEPARTMENT/DIVISION/DISTRICT/UNIT 

Property Tax Department - State-Assessed Properties Division 

SPECIFIC LOCATION ASSIGNED TO 

Sacramento 
SEERA DESIGNATION 

Managerial 

BARGAINING UNIT 

01 

WORK WEEK GROUP 

E 

CERTIFICATES REQUIRED 

BOE Appraiser Certificate 
FINGERPRINTS REQUIRED 

No

BILINGUAL POSITION 

No

SUPERVISION EXERCISED  

Yes 
INCUMBENT  POSITION NUMBER (Agency-Unit-Class-Serial) 

290-312-4320-003 

The mission of the State Board of Equalization is to serve the public through fair, effective and efficient tax administration.

POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS 

Under the general direction of the Chief (CEA Level), State-Assessed Properties Division (SAPD), the Business Taxes Administrator 
III over Board Roll, Field Appraisal, and Timber Tax is responsible for the planning, administration, direction, and evaluation, 
through subordinate supervisors, of SAPD, which is mandated by Article XIII, section 19, of the California Constitution. Revenue 
and Taxation Code sections 721 and 721.5, requires the Board to annually value and assess all the taxable property within the 
state that is to be assessed by it pursuant to Article XIII, section 19, of the California Constitution in addition to administering the 
Timber Yield Tax Program mandated by Revenue and Taxation Code sections 38101-38908. This program conducts valuations of 
certain public utilities and other specified properties, conducts audits of state assessees, handles unitary appeals, and performs 
capitalization rate and other special duties. In-state and out-of-state travel by automobile and airplane may be required up to 
10% of the time.  

Candidate must be able to perform the following essential job functions with or without reasonable accommodation.  

PERCENTAGE 
OF TIME SPENT

DUTIES

60% Develops policies and procedures and analyzes program processes. Plans, directs, and reviews the work of 
the Supervising Property Appraiser, Board Roll and Field Appraisal Section; Senior Forest Property 
Appraiser, Timber Tax Section, and Research Manager I, Tax Area Services Section. Maintains uniformity in 
appraisal standards among the field crews; provides training and instruction for subordinate staff members; 
participates in the development of unitary value indicators and recommendations to the Board for 
Transportation Team state assessees. Plans, organizes, and directs the preparation of the annual 
preliminary roll and final Board Roll of State-Assessed Property pursuant to constitutional and statutory 
regulations in the California Revenue and Taxation Code; responsible for the proper allocation of unitary 
state-assessed values among counties which allows local governments to impose a property tax on the 
property of state assessees. Plans, organizes, and directs the preparation of the Timber Harvest Value 
Schedules for the Timber Advisory Committee. In-state and out-of-state travel by automobile and airplane 
may be required up to 10% of the time.  

15% Appears as a speaker or an expert witness to advise the Board, county assessors and their staffs, the 
Legislature and legislative staff, state assessees, courts of law and others regarding property tax law and 
rules pertaining to the valuation and assessment of state-assessed property; represents the Board and the 
department at regional statewide conferences with various groups interested in property assessment law, 
rules, policies and procedures. 

10% Prepares preliminary budget requests for personnel, equipment, and other expenditures; performs various 
personnel management duties related to the state-assessed property program; act on behalf of the division 
chief in his/her absence; and other miscellaneous duties.  
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10% Represents the division at Board meetings and before Board committees; represents the Board and the 
division before the Legislature and legislative committees and in meetings with county assessors, industry 
representatives, other tax administrators and public officials, and other interested parties; makes 
recommendations and implements policy changes. 

5% Other job-related duties as needed. 

WORK ENVIRONMENT OR PHYSICAL ABILITIES REQUIRED FOR THE JOB (if applicable):

Work Environment: 

       

Physical Abilities: 

       

Additional Requirements/Expectations: 

 Maintain a Board of Equalization appraiser certification 

 Possess a valid California driver's license 

 In-state and out-of-state travel by automobile and airplane may be required up to 10% of the time  

I have read this duty statement and fully understand that I must perform the Essential Job Functions of my position with or without reasonable 
accommodation. 
PRINT EMPLOYEE NAME 

             

      
 

      

EMPLOYEE’S SIGNATURE DATE 

I certify that the above accurately represents the duties of the position and that I have reviewed these duties with the above named employee. 

PRINT SUPERVISOR NAME SUPERVISOR’S SIGNATURE DATE 

 

HRD Approval Date: 12/9/2015   C&P Analyst Initials: ADL 
 

 

 

 

 

 

 

 


