
MISSAUKEE COUNTY 

 
Title:   Equalization Director      Department:   Equalization Department  

 

Purpose: 
The Equalization Director is responsible for developing and executing policies related to the 

completion of property equalization studies.  These studies and related information are then 

reported to the Missaukee County Board of Commissioners to equalize assessments across all 

Missaukee County municipal units.  Work is performed under supervision of the county 

administrator.  This position requires the use of the employee’s personal vehicle (mileage 

reimbursement provided) to accomplish field work.   

 

Responsibilities/Essential Job Functions: 
Any employee in this position may be called upon to do any or all of the following essential 

functions. These examples do not include all of the duties that the employee may be expected to 

perform.  To perform this job successfully, an individual must be able to perform each essential 

function satisfactorily. 

1. Analyze equalization studies, land values and sales studies. Ensure accuracy and 

correct procedure in determining true cash or market value of real estate and personal 

property. 

2. Supervise appraiser(s) engaged in such activities as property appraisals, sales studies 

and land value studies. 

3. Direct and supervise the preparation of assessments, equalization figures and reports 

for the Board of Commissioners and for the Michigan State Tax Commission. 

4. Provide advice to the Board of Commissioners and County Administrator with regard 

to equalization figures, apportionment and taxation matters. 

5. Train and supervise office staff to ensure appropriate record keeping, office procedures 

and that the public is receiving courteous and up-to-date information. 

6. Keep abreast of recent court and tax rulings, proposals and current legislation and other 

related matters through extensive reading, attendance at seminars and other 

informational exchanges.  Interpret above for employees and public as necessary. 

7. Attend annual certification renewal seminars as mandated by law. 

8. Defend county equalization and ensure consistency in practices and procedures. 

9. Participate in evaluation/selection of new employees for the equalization department. 

10. Prepare and monitor annual department budget. 

11. Oversee maintenance of the Geographic Information System (GIS) and 9-1-1 address 

database. 

12. Assign new addresses as requested. 

13. Perform related duties as assigned. 

 

Employment Qualifications: 
The requirements listed below are representative of the knowledge, skills, abilities, and minimum 

qualifications necessary to perform the essential functions of the position. 

1. Must possess at time of hire and maintain throughout course of employment Michigan 

Advanced Assessing Officer (MAAO) certification. 

2. A minimum Associate’s Degree in Business Administration or related field and/or three 

years’ experience as an appraiser. 

3. Must have ability to make mathematical computations and tabulations with speed and 

accuracy. 

4. Must have ability to establish and maintain effective working relationships with other 

employees and the public. 



5. Must have ability to operate a desktop computer and operate MS Windows-based 

software programs. Experience with Arc-GIS or related software preferred. 

6. Must be able to read, write and communicate effectively.   

7. Must be clean, have a pleasant, caring manner, be helpful and able to work well with 

other people. 

8. Must possess a valid Michigan driver’s license. 

9. Requires personal vehicle.  County reimburses IRS standard mileage rate. 

 

Physical Requirements: 
This job requires the ability to perform the essential functions contained in this description.  These 

include, but are not limited to, the following requirements: 

1. Ability to sit in a chair at a desk for extended periods. 

2. Ability to stand and walk in order to travel between desk adjacent offices and to meet 

customers for assistance. 

3. Ability to walk on uneven terrain, to drive to properties subject to appraisal, to take 

measurements and physically traverse/tour the property to collect data necessary for 

appraisal work. 

4. Ability to bend over to access files. 

5. Ability to lift five pounds regularly and occasionally, up to 15 pounds. 

6. Ability to hear, see, and speak English. 

Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill one 

or more of these requirements. 

 

Working Conditions: 
1. Works in an office environment, Daily shift is 8:30 AM to 5:00 PM with ½ hour unpaid 

lunch. 

2. May be required to occasionally attend meetings outside the normal work schedule with 

advance notice provided. 

3. Will be required to work and travel outside the office to make site visits to properties 

subject to appraisal. 

 

Fair Labor Standards Act (FLSA) Status: 
Exempt. 

 

Date:  August, 2022 

 


