CONDOMINIUM REVIEW COORDINATOR

DEFINITION: 

Under general supervision, the position will provide leadership and guidance in the enforcement of a proposed condominium review ordinance.  This position is a result of the department’s efforts to conform with state statutes as well as provide direction and avoid complications that may result when a condominium is recorded in the Register of Deeds Office.  The potential impact of these recordings are far reaching, including the County's ability to collect taxes and accurately assess the property as well as public safety concerns and potential environmental impacts. This position will also be responsible for the review of other land division recordings, including subdivision plats and certified survey maps, to make recommendations based on additional tax and assessment implications and perform related duties as assigned.
EXAMPLES OF DUTIES 

Oversee coordination of the county-wide condominium ordinance; provide enforcement of an adopted county condominium review; review and make recommendations for proposed condominium declarations (has authority to deny or change proposed condominium declarations); evaluate implications for tax and assessment impacts, including verification of tax payment to the County Treasurer; evaluate implications from public safety effects; evaluate implications resulting from environmental effects; represent the County perspective on condominium review with correspondence, meetings and/or conferences; maintain regular interaction with State and local officials, developers, surveyors, realtors, title companies, the Register of Deeds Office, County Treasurer, (other Dane County staff), banks and lending institutions, property owners, attorneys, county supervisors and other interested parties; review platted land divisions for tax and assessment impacts; review and make recommendations on proposed subdivision and certified survey maps as they affect the tax/assessment roll; facilitation of tax payment process for platted parent parcels; verification of common ownership for the purposes of splitting the parcel; review would also apply to platted land divisions in cities and villages, where applicable; oversee and verify annual load of municipal assessment values as well as special assessments and charges; oversee and verify the values associated to personal property accounts; oversee and verify that state manufacturing values are loaded and accurate; provide guidance and support to staff as needed; represent Dane County and perform duties of this position as needed. 

EMPLOYMENT STANDARDS

Education and Experience: A combination of training and experience equivalent to a Bachelor’s degree in geography, planning, real estate or related field, or a minimum of five years experience in document interpretation, mapping property descriptions, reading legal descriptions, as well as condominium and land division review concepts and how they relate to the tax and assessment cycle. 

KNOWLEDGE, SKILLS AND ABILITIES  Thorough knowledge of the theories, practices, laws and regulations pertaining to condominium and land division review, real estate, property descriptions and mapping; knowledge of governmental structure and process; knowledge of data processing systems, including Geographic Information Systems (GIS) and Microsoft’s Office Suite of products; ability to communicate and work well with others in a positive, constructive and professional manner; ability to research issues, define problems, develop recommendations, prepare reports, and implement solutions; and ability to balance multiple projects and establish priorities.

SPECIAL REQUIREMENTS:  None
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