
 

Property Technician 
 
Closes On: December 31, 2021 at 11:59 PM CST 
 
Job Status: Full-Time 
Shift: 8:00 AM - 5:00 PM 
Days Worked: Mon., Tue., Wed., Thu., Fri. 
Details: Open until filled 

 

Salary Information 

$12.96/Hr 

Job Duties 

Assist, answer, educate and research public inquiries related to Real Estate, Personal Property records, 
Department services and programs. Accurate data entry of assigned appraisal records and assigning value to 
individual and business personal property. Figure vehicle tax estimates and assign vehicle class codes. 
Responsible for hearing tracking data entry changes and value adjustments. Perform a variety of clerical duties 
with general office, Real Estate, Personal Property or a combination of general office, Real Estate and Personal 
Property. 

Minimum Qualifications 

1. Must have a High School diploma or the equivalent. 
2. Must be able to work with the public in a congenial manner. 
3. Must have knowledge of general office practices. 
4. Must possess basic math skills. 
5. Must be able to operate a 10-key calculator. 
6. Must be able to type at least 40 words per minute and be proficient with Microsoft products. 
7. Must have experience with word processing. 
8. Preferably have general understanding of real and personal property appraisal records and process. 

Physical Requirements 

Determined Work Level: Level 3 – Medium Work: The applicant must attain a 2.5 score or above score on their 
physical capacity profile. Exerting 20 to 50 pounds of force occasionally, and/or up to 10 to 25 pounds of force 
frequently, and/or greater than negligible up to 10 pounds of force constantly. Ability to hear directions and 
ability to communicate ideas by means of the spoken word when interacting with Staff and public. Must have 
fine and gross manual dexterity to operate the telephone, calculator, typewriter and computer. 

Veteran's Preference 

Former military personnel or their spouse that have been verified as a veteran under K.S.A. 73-201 will receive 
an interview if they meet the minimum qualifications of the position and successfully pass any required pre-
employment testing or any requirements such as licensing. The veterans' preference laws do not guarantee 
the veteran a job. Positions are filled with the best qualified candidate as determined by the hiring officials. To 
be successful, the expectation is that a candidate will be able to competently perform the routine tasks of the 
position with limited supervision by the end of the probationary period of covered positions. 

Veteran's Preference Notice 

Veteran's Preference Eligibility Request Form 

http://www.saline.org/Portals/0/Content/Human%20Resources/Documents/VP%20docs/VPE%20Notice.pdf?ver=2017-06-13-153917-497
http://www.saline.org/Portals/0/Content/Human%20Resources/Documents/VP%20docs/VPE%20Request%20Form.pdf?ver=2017-06-13-153926-520

