
 

 

MINNEHAHA COUNTY 

invites applications for the position of:  

Senior Property Technician 

 
All applications must be submitted by 5:00 p.m. on the date the position closes. 

 

SALARY:  $15.94 - $17.16 Hourly 

 

OPENING DATE: 08/15/12  

CLOSING DATE: 08/31/12 05:00 PM  
 

GENERAL INFORMATION:  

The Minnehaha County Equalization Office invites applications for a Senior Property Technician 

to perform clerical and administrative detail work to support the appraisal of real property for 

tax purposes. ** Please attach a resume to the online application.  
 

EXAMPLES OF DUTIES INCLUDE: 

Maintain, review, verify and update routine and specialized reports and records of a moderately 

technical nature such as sales ratio and abstract reports; compile, tabulate and organize data 

for reports and records; and complete and distribute appropriate documents and forms. Record 

information and update, track, calculate change, and research information for sales, exempt 

properties, owner occupied, abatements, transfer of titles, new property plats or property splits, 

building permits, mobile homes, tax exempt property, etc. Answer questions via telephone, fax, 

mail, and in person to the public and outside agencies regarding property, forms, building 

information, taxes, etc. Schedule board meetings with small towns and townships; coordinate 

and schedule local boards with City of Sioux Falls, school districts, and counties; and schedule 

taxpayer appointments. Maintain abandoned cemetery records; process and verify office 

vouchers; process billing and collections for individual accounts; and balance accounts.  
 

MINIMUM QUALIFICATIONS:  

High school diploma or GED plus three years of progressively responsible clerical experience or 

equivalent combination of education and experience. Must be eligible to be commissioned as a 

Notary Public. Considerable knowledge of modern office practices. Skill in operating a keyboard 

with accuracy at a reasonable speed. Ability to operate standard office equipment. Ability to 

read and interpret complex written instructions, legal descriptions, regulations, and state law. 

Ability to communicate effectively orally and in writing. Ability to establish and maintain 

effective working relationships with employees, other agencies, and the public. Ability to 

maintain a professional appearance and demeanor.  
 

PREFERRED QUALIFICATIONS:  

Experience reading and interpreting legal descriptions, plats and assessments. Knowledge of 

Word, Excel, main frame applications, and computerized appraisal systems. Knowledge of 

mobile homes and bilingual skills also preferred.  
 
 

APPLICATIONS MAY BE FILED ONLINE AT:  
http://jobs.minnehahacounty.org  
 
OUR OFFICE IS LOCATED AT:  
415 N Dakota Avenue  
Sioux Falls, SD 57104  
605-367-4337  
jobs@minnehahacounty.org  

Job #12-32  
SENIOR PROPERTY TECHNICIAN  

JA  

Minnehaha County is an Equal Opportunity Employer and does not discriminate on the basis of race, color, creed, 
religion, national origin, citizenship, ancestry, gender, pregnancy, marital status, sexual orientation, age, disability, 
veteran's status, genetic information, or any other protected group in accordance with state and federal law. 
Arrangements for accommodations required by disabilities can be made by contacting Human Resources at (605) 367-
4337.  
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