DEPUTY TAXPAYER LIAISON
Position Summary
The Deputy Taxpayer Liaison assists the Taxpayer Liaison in providing property owners with information and assistance regarding appraisal district procedures, property records, exemptions, protests, and other appraisal-related matters. The position serves as a resource for taxpayers who need assistance understanding district processes or resolving concerns. This is a part-time appointment that currently pays $10,000 annually.
Essential Duties and Responsibilities
· Assist property owners with questions regarding appraisal district procedures, property records, exemptions, notices, protests, and related matters.
· Explain appraisal district and Appraisal Review Board (ARB) procedures in a clear and understandable manner.
· Assist taxpayers in identifying the appropriate department, employee, form, or process needed to address their questions or concerns.
· Receive, research, document, and assist with taxpayer questions and complaints.
· Refer complex or unresolved matters to the Taxpayer Liaison or appropriate district personnel.
· Assist the Taxpayer Liaison with taxpayer communications, correspondence, reports, and documentation.
· Maintain accurate records of taxpayer inquiries, complaints, and resolutions.
· Provide information concerning protest procedures, deadlines, hearings, and available taxpayer resources.
· Assist property owners with locating and completing appropriate forms while avoiding legal or appraisal advice outside the position's authority.
· Communicate with appraisal district departments to research taxpayer concerns and facilitate timely responses.
· Assist taxpayers in understanding information contained in appraisal district records and notices.
· Provide courteous and professional assistance by telephone, email, written correspondence, and in person.
· Maintain confidentiality of information as required by law and district policy.
· Remain neutral and professional when assisting taxpayers with disputed or sensitive matters.
· Assist with taxpayer education and outreach activities as needed.
· Perform the duties of the Taxpayer Liaison when assigned and as permitted by applicable law and district policy.
· Perform other related duties as assigned.


Knowledge, Skills, and Abilities
· Strong customer service and interpersonal skills.
· Excellent verbal and written communication skills.
· Ability to explain procedures and technical information in understandable terms.
· Ability to research questions and identify appropriate resources or personnel.
· Ability to handle complaints and difficult conversations professionally and impartially.
· Strong organizational and recordkeeping skills.
· Ability to manage multiple inquiries and priorities.
· Working knowledge of Microsoft Office and general computer applications.
· Ability to learn appraisal district software, records, terminology, and procedures.
· Ability to maintain confidentiality and exercise sound judgment.

Preferred Knowledge and Experience
· Experience in customer service, government, property appraisal, real estate, or a related field.
· Knowledge of Texas property tax procedures and terminology.
· Familiarity with appraisal district operations, exemptions, protests, and ARB procedures.
· Experience working with property owners or members of the public in a customer service or problem-resolution capacity.

Education and Experience
High school diploma or equivalent required. Additional education or experience in business, public administration, real estate, customer service, property appraisal, or a related field is preferred.
A combination of education, training, and relevant experience that demonstrates the ability to successfully perform the duties of the position may be considered.
Position Expectations
The Deputy Taxpayer Liaison is expected to provide fair, courteous, and impartial assistance to all property owners. The position helps taxpayers understand and navigate Midland Central Appraisal District processes but does not independently determine property values, decide protests, provide legal advice, or advocate for either the taxpayer or the appraisal district in matters requiring an independent determination.

