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Government of Anguilla 

	JOB DESCRIPTION - 1 

	JOB TITLE: Valuation Officer


	MINISTRY

Home Affairs, Lands and Planning


	DEPARTMENT

LANDS & SURVEYS
	SECTION

VALUATION
	UNIT



	GEOGRAPHIC LOCATION

The Valley
	TITLE OF IMMEDIATE SUPERVISOR


Senior Valuation Officer

	TITLE OF ALL POSITIONS DIRECTLY SUPERVISED
N/A


	1. JOB FUNCTION
1) To value property for clients (usually other Government Departments or Ministries/Portfolios) including the carrying out of negotiations pertaining to acquisitions and compensation claims.
2) To make assessments for Stamp Duty purposes and to maintain appropriate valuation listing in accordance with the provisions of established Acts.

3) To assist with the processing of Aliens Land Holding Licence


	2. KEY DUTIES
1) To value property for clients (usually other Government Departments or Ministries/Portfolios) including the carrying out of negotiations pertaining to acquisitions and compensation claims.
2) To make assessments for Stamp Duty purposes.
3) Process Licences and Leasehold applications for lease of Crown Lands.

4) Process and review Aliens Land Holding Licence Applications.

5) Process Probates for grants of Letters of Administration.

6) Coordinate with Inland Revenue Department on the maintenance of the Property Tax database.

7) Respond to queries in relation to Property Values, Property Tax and Aliens Land Holding Licences.

8) Liaise with other sections of the Department, other Government Departments and Ministries.                      

JOB TITLE: Valuation Officer

	9) Maintain database for property values, leases for Crown and Private, licences, Condominiums and Alien Land Holding Licences.
10) Prepare reports as directed

11) Complies reports on findings and makes recommendations, where necessary.
12) Visit sites for Stamp Duty, Property Tax and inspection of properties under Aliens Land Holding Licences and in some occasions in collaboration with Inland Revenue for compliance.
EXPECTATIONS

13) Act as a catalyst for change, model change and build capacity for managing change throughout the ministry/department/organization.  Influence others to translate vision into action.

14) Embrace technology by utilizing all available ICT/media/mass communication to ensure that relevant messages and/or responses to the services offered are disseminate accurately, courteously and timely.

15) Participate in disaster management activities designed to prepare for, mitigate against and respond to disaster events.

16) Strive consistently to provide excellence in customer service in the public sector. 

17) Initiate new ways of doing things and embrace and contribute to change.

18) Live the attributes of the Leadership Statement.

19) Foster a culture of teamwork and collaboration.

20) Perform any other related duties as required by the job function.



	B. RESOURCES
3. PEOPLE: Nil



	CATEGORY


	NUMBERS



	4. MONEY: NIL



	5. ORGANISATIONAL CHART

Chief Valuation Officer

Senior Valuation Officer

Valuation Officer




	JOB TITLE: Valuation Officer

	6. TOOLS, EQUIPMENT, MACHINERY AND MATERIALS:

Scanner, Stapler, Computer, Printer, Photocopier, Camera, Measuring Instruments, Vehicles under supervision, Pens, Folders 

	7. KEY AUTHORITIES
To provide a Land Registry, a Land Information System, Surveying Services and Stamp Duty assessment and collection by administering:- 

· The Registered Land Act; 

· The Condominium Act; 

· The Land Surveyors Act; 

· The Companies Act; 

· The Stamp Duty Act; 

· The Roads Act; and

· The Land Acquisition Act. 



	8. QUALIFICATIONS
The incumbent must possess a BSc in Real Estate Management & Valuation (or similar qualification in the field of Estate Management/Valuation at the BSc. Level) with a minimum of two (2) years’ experience together with membership of the Royal Institution of Chartered Surveyors. The incumbent must have good interpersonal skills, excellent problem solving & decision making skills, excellent oral & written communication skills.

The incumbent should be computer literate and have some experience of using appropriate software in a professional environment. The incumbent should have theoretical and practical knowledge of property valuation techniques, methods and practices as appreciation of the socio-economic, cultural and political considerations and issues influencing valuation, interpersonal and communicative skills and interpretative judgements.

 


This document is intended to reflect those factors considered necessary to describe the principal functions of your job and should not be construed as a detailed description of all work requirements that may be inherent in the job.
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