Chief Bookkeeper/Clerk
Treasurer Collector's Office


Definition
Performs administrative work involving the receipt and custody of municipal funds, the collection of tax revenue due the town, and all other work as required.

Supervision
Works under the general supervision of the Treasurer Collector, with duties and responsibilities requiring some knowledge of state laws, Generally Accepted Accounting Principles, and the Uniform Municipal Accounting System.

Performs functions of a technical nature requiring exercise of judgment and initiative to ensure that all municipal financial transactions conform to law and to professional standards; seeks clarification and assistance from superior as needed, but shows motivation toward learning.

Work Environment
Work is performed under typical office conditions; work environment is quiet.  Workload is subject to seasonal and unplanned fluctuations.

The employee operates standard office equipment.

The employee has frequent contact with the general public, and with with town departments and employees. Contact is by telephone, email, and in person.

The employee has access to department-related confidential information. Errors could result in monetary loss, and legal repercussions.

Essential Functions
The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed.   The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.

The position performs many functions in support of the Treasurer-Collector's office as a whole, including collecting property and excise tax payments;  assisting taxpayers and other professionals to resolve inquiries and problems;  preparing deposits;  working closely with the Deputy Collector;  managing paperwork and files in an efficient manner;  working with other departments;  providing back-up support for payroll processing;  and cultivating positive business relationships to effectively serve our employees and patrons. The position will assist the Treasurer-Collector as needed with monthly reconciliations, tax bill issues, data reporting, and research. 
Recommended Minimum Qualifications Education and Experience
High School Diploma or equivalent with course work in accounting, finance, payroll, or a related field, and three years of related experience, or an equivalent combination of education and experience. Associate's or Bachelor's Degree is preferred. Previous municipal finance and/or payroll experience is preferred.  

Knowledge, Ability and Skill
Working knowledge of computer applications for financial management and accounting, as well as Microsoft Excel, Word, and Outlook.

Firm understanding of cash handling principles.  Detail-oriented mindset to complete intricate tasks according to strict deadlines. Excellent communication and customer service skills, especially under pressure.

Ability to establish and maintain cooperative relationships with town departments, taxpayers, vendors, and employees. Ability to work independently and exercise judgment in managing multiple responsibilities.

When providing back-up support to the payroll function, candidate must have ability to provide absolute confidentiality in all payroll matters. 

Physical Requirements
Minimum physical effort is required to perform functions under typical office conditions. The employee is frequently required to sit, stand, talk, listen and use hands to operate equipment. Vision requirements include the ability to read routine and complex documents.

This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the need of the employer and requirements of the job change.
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