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POSITION DESCRIPTION 
 
 
 Job Title: Data Gatherer    
 Department:  Assessors   
 FLSA Status:  Non-Exempt   
 Job Code:  1071  
 WC Code:  9410  
 Effective Date: 07-01-98 
    Last Revised:      
 Pay Grade:  A10  
 Union:  AFSME  
  
 
SUMMARY   
Performs inspections, gathers data and record data for property tax assessment purposes.  Represents the Assessor's 
Office by providing customer service activities.  
  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
(Illustrative Only.  Any single position in the classification will not necessarily involve all of the listed duties below and 
other positions will involve duties which are not listed.  These duties do represent the essential functions needed, of 
persons in this classification.)  
  
1. Performs field inspections measuring the size, photographing and recording the inventory of physical 

characteristics of property and improvements to property.  
  
2. Provides reports to appraisers of the physical condition of property and improvements inspected.  
  
3. Records data in computer assessment programs.  
  
4. Acts as a member of the department's customer service team by responding to public inquires regarding 

property information and assessed values of a noncomplex nature.  
  
5. Collects and records property, sales, income, or expense data in person, in the field, by letter, or by telephone.  
  
6. Draws diagrams by computer program and by hand.  
  
 
SUPERVISORY RESPONSIBILITIES   
This job has no supervisory responsibilities.  
  
 
 



QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed are representative of the knowledge, skill, and/or ability required.  
 
EDUCATION AND EXPERIENCE 
High school diploma or general education degree (GED); or one to three months related experience and/or training; or 
equivalent combination of education and experience.  
  
JOB IMPACT 
Consequences of error could include litigation, incorrect assessments, value notices, and tax bills resulting in a loss of 
creditability. 
 
JOB CONTACTS 
Contacts are with other departmental employees, title companies, state agencies, City and County departments and 
the general public to give and exchange information 
 
LANGUAGE SKILLS   
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure 
manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers 
or employees of organization.  
 
MATHEMATICAL SKILLS   
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, 
circumference, and volume.  Ability to apply concepts of basic algebra and geometry.  
 
REASONING ABILITY   
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  
Ability to deal with problems involving several concrete variables in standardized situations.  
  
CERTIFICATES, LICENSES, REGISTRATIONS   
Possession of or ability to obtain valid Oregon Driver's License and safe driving record.  
 
PHYSICAL DEMANDS   
The physical requirements outlined are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  
  
WORK ENVIRONMENT   
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. While performing the duties of this job, the employee is frequently 
exposed to outside weather conditions.  The employee is occasionally exposed to moving mechanical parts; high, 
precarious places; and fumes or airborne particles.  The noise level in the work environment is usually moderate.  
 
BACKGROUND INVESTIGATION   
Those employed in this position may be subject to a background investigation including criminal background 
investigation.  Conviction of a crime will not necessarily disqualify an individual for this classification.  
 
 



 

PHYSICAL REQUIREMENTS 
Check if 

required for 
essential job 

function 

Activity Never 0% Occasionally      
1-33% 

Frequently     
34-66% 

Continuous    
67-100% 

 Standing     

 Sitting - 1/2 hour plus     

 Moving about work area     

 Bending forward     

 Stoop position - 1 minute plus     

 Climbing stairs - 1 floor     

 Crawling - hands & knees     

 Reaching overhead     

 Lifting strength # of pounds = 25   

 Lifting      

 Patient Lifting     

 Lifting Overhead     

 Moving carts, etc.     

 Carry items     

 Dexterity/Coordination     

 Keyboard Operation     

 Rapid-mental/hand/eye coord.     

 Operation of motor vehicle     

Speech, Vision & Hearing 
 Distinguish colors  Yes:     No:      

 Distinguish shades  Yes:     No:      

 Depth perception  Describe: DMV & Arial Photographs 

   Ability to hear  Normal Speech Level: Conversational      

 Other Spec. Hearing Req.  Describe:        

Exposure - Environmental Factors 
 Heat     

 Cold     

 Humidity     

 Wet Area/Slippery     

 Noise     

 Dust     

 Smoke     

 Vibration     

 Chemical Solutions     

 Uneven Area     

 Ladder/Scaffold     

 Ionization     

 Radiation     

 Body Fluids     

 


