
 

LINCOLN COUNTY (SD)  
invites applications for the position of: 

 

Property Technician 

SALARY: $14.55 - $16.06/Hour OPENING DATE: 5/10/18 CLOSING DATE: 5/31/18 at 5:00 PM 
All applications must be submitted by 5:00 p.m. on the date the position closes 

GENERAL INFORMATION: 

The Lincoln County Equalization Office invites applications for a Property Technician to perform 
specialized clerical duties and routine data entry work relating to the appraisal of real property for tax 

purposes. Responsibilities include applying and explaining assessment regulations, procedures and 
practices to the public. Reviewing and inputting city and township plats. 

EXAMPLES OF DUTIES INCLUDE: 

Perform specialized assessment clerical work involving independent judgment, accuracy, and speed. 
Understand, apply and explain assessment regulations, procedures and practices to the public and 
other entities within the County. Compile and condense technical and statistical data through the use of 

word processors, spreadsheet applications and databases. Review legal documents, in detail, related to 
ownership and verify accuracy of those documents. Review and input city and township plats. Identify 
and investigate problems within these areas. Process property transfers and assist in exemptions and 

assessment roll preparations. Create and update transfer history charts which illustrate ownership and 
interest changes. Calculate interest conveyed to ownership principals. Post changes in ownership, 
taxability, mailing addresses and tax rate areas to various records. Contact titles companies, taxpayers 

and attorneys regarding titles and transfers. Calculate estimates taxes, additional taxes for 
manufactured home transfers and property tax splits. Update and maintain computer records of 
property cards. Track and update owner occupied statuses on all sales, transfers and proper splits 

through mailings. Notify property owners of changes in class status. Verify parcel ownership accurately 
so taxes can be paid prior to plats approval. Maintain filing systems by sorting, filing and copying 
records. Track inventory of office equipment, furniture and supplies. Answer and process phone, e-

mail, and faxes. Maintain filing systems by sorting, filing, copying, and maintaining records; and open, 
distribute, and process mail. 

MINIMUM QUALIFICATIONS: 

High school diploma or GED plus two years of general office clerical experience or comparable 
combination of education and experience. Knowledge of standard office procedures, operations, and 

software. Ability to read and interpret directions, manuals and other written guidelines. Ability to learn 
real property appraisals and assessment principles and practices. 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 professional appearance and demeanor. 

PREFERRED QUALIFICATIONS: 

Previous experience interpreting and reading legal descriptions, plats and assessments. 

 
APPLICATIONS MAY BE FILED ONLINE AT: http://www.lincolncountysd.org 
OUR OFFICE IS LOCATED AT: 
104 N. Main 
Canton, SD 57013 
605-764-6609; 605-367-4337; HR@lincolncountysd.org 

Position #18-15 
PROPERTY TECHNICIAN 

JD 

Lincoln a County is an Equal Opportunity Employer and does not discriminate on the basis of race, color, creed, religion, national origin, 
citizenship, ancestry, gender, gender identity, sexual orientation, marital status, pregnancy, 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. 

 

http://www.lincolncountysd.org/
mailto:HR@lincolncountysd.org


Property Technician Supplemental Questionnaire 

  

* 1. Please identify the highest level of your completed education: 

 

 Some high school 

 High school diploma or GED 

 Some college 

 Associate's degree 

 Bachelor's degree or higher 

* 2. What best describes your level of experience working in an office setting? 

 

 0-1 year 

 2-3 years 

 3+ years 

 I do not have any experience in real estate or a related field 

* Required Question 

 


