HELP WANTED: City of New
Bedford 1s hiring a Data
Entry Clerk for the Assessors

Office

PAY: $15.46 — $20.92

Provides a variety of routine and accurate data entry updates
to the department’s database to assist in producing fair,
accurate assessments and other data reports as needed. Monitor
and operate computers, process and input data to update
database according to operating instructions. May, from time
to time, be required to operate other computers to provide
support within the department according to written or oral
instructions. Transfer data from property record cards or
other forms to the systems database and generate reports as
necessary. Participate in technical projects, changes 1in
programs, routines and quality control standards. Prepare
reports for clerical and/or field review. Assist in developing
operating methods to process data more efficiently, assist
with services to the general public, office staff and City
employees. Provide clerical support to the department as
needed or required.

High school diploma or GED equivalent. Duties require working
knowledge of MS Excel, MS Word, Access and a general knowledge
of office administration and procedures. Having the
equivalence of two or more years experience in assessing or
mass appraisal environment is highly favorable. Mandatory CORI
(Criminal Offender Record Investigation) background check per
City Council Ordinance effective May 14, 2013.

For application/complete job description, please visit
www.newbedford-ma.gov. Applications will be accepted until a
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suitable candidate is found. New Bedford has a residency
requirement. EEO



