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JOB POSTING

	Job Title: Residential Appraiser / Appraisal Clerk

	Department:  Assessor’s Office

	Status:  Full Time (Non-Exempt)


POSITION OVERVIEW
Madison County Assessor’s Office is seeking a detail-oriented and motivated Residential Appraiser / Appraisal Clerk to support appraisal operations and property assessment activities throughout the county. This position assists with property appraisals, reappraisals, sales analysis, data entry, reporting, and customer service functions. The successful candidate will play a key role in maintaining accurate property records, supporting valuation processes, and assisting the public with assessment-related questions and appeals. This position offers the opportunity to pursue certification as a Property Tax Appraiser through the Idaho State Tax Commission.
SUPERVISION RECEIVED
Works under the direction of the County Assessor, Chief Deputy Assessor, and/or Appraisal Supervisor.
KEY RESPONSIBILITIES
· Prepare appraisal and reappraisal documents, reports, maps, and field materials for assessment projects
· Maintain tracking systems and records associated with reappraisal programs and appraisal activities
· Perform data entry and maintain property records within the Computer Assisted Appraisal (CAI) system
· Import and manage property photographs and related appraisal documentation
· Generate reports related to property assessments, appraisal quotas, and sales analysis
· Process sales verification letters and Multiple Listing Service (MLS) data for property valuation purposes
· Utilize Microsoft Excel and GIS software to analyze and report property and sales data
· Process building permit information and update property records accordingly
· Assist with ratio studies, market analysis, and valuation research projects
· Provide front-counter and telephone assistance to property owners and the public regarding assessments and appeals
· Perform appraisal clerk duties and other departmental support functions as assigned
· Assist department personnel in meeting operational requirements and deadlines
MINIMUM QUALIFICATIONS
· High school diploma or equivalent
· Data entry experience
· Ability to type a minimum of 30 words per minute
· Proficiency with Microsoft Excel, Windows Explorer, and standard office equipment
· Strong written and verbal communication skills
· Ability to work effectively with the public, including in stressful situations
· Ability to organize and maintain accurate records and documentation
· Ability to perform essential office functions including typing, filing, and data processing
· Ability to sit for extended periods while working in an office environment
· Ability to lift and move office materials weighing approximately 10–15 pounds
· Ability to perform essential job duties with or without reasonable accommodations
PREFERRED QUALIFICATIONS
· Background in real estate, appraisal, property assessment, construction, or a related field
· Knowledge of Computer Assisted Appraisal (CAI) systems
· Experience using GIS software
· Experience performing statistical analysis and data reporting
· Familiarity with property assessment records and databases
WORK ENVIRONMENT
This position is performed primarily in a professional office environment and involves frequent interaction with the public, property owners, and county staff. Duties require prolonged periods of sitting, computer use, data analysis, and record management, with occasional field-related appraisal activities as needed.
COMPENSATION & BENEFITS
Starting wage: $20.00–$24.00 per hour, depending on experience (DOE). Salary is commensurate with experience in accordance with the Madison County compensation schedule.
Benefits include:
· PERSI Retirement Plan and 401(k) Match
· Comprehensive Health, Dental, and Vision Coverage
· Paid Holidays and PTO
HOW TO APPLY
Submit a résumé, and cover letter to:
Madison County Clerk’s Office
134 E Main St, Ste 102
Rexburg, ID 83440






We are an equal opportunity employer and value the service of veterans. Hiring preference is provided to eligible veterans and eligible spouses in accordance with Idaho law.
 
In accordance with Idaho Code §§ 65-501–65-508, qualified veterans, disabled veterans, and eligible spouses may be entitled to a veterans’ preference in public employment. Applicants claiming veterans’ preference must submit required documentation at the time of application. Failure to provide documentation may result in the preference not being applied.


Application Deadline: June 26, 2026	
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