PRINCIPLE CLERK (TAX COLLECTOR)

Definition:

The Principle Clerk provides administrative, customer service and financial support services to the Tax Collector’s office; other related duties, as required.

Supervision: Works under the direct supervision of the Tax Collector, following established rules, regulations and policies to complete assigned tasks according to prescribed time schedule; assistance is available from the Tax Collector.

Essential Functions: The essential functions or duties listed below are illustrations of the type of work 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 positions.

· Assist with the collection of real estate, excise, personal property taxes and water payments, in person and by mail; receive, prepare and electronically process payments

· Respond to inquiries and provide assistance to the public, mortgage and title companies and lawyers; research and prepare documents; make necessary referrals and prepare Municipal Lien Certificates

· Balance daily cash receipts; perform accounts payable functions

· Research and prepare tax refunds; calculate interest owed for overvaluations of property

· Order office supplies and maintain supplies for equipment; arrange for maintenance of equipment; perform administrative support function, including photocopying and faxing

· Perform similar or related work as required, or as the situation dictates.

Work Environment: Work is performed in office conditions; the workload is subject to seasonal fluctuations and administrative deadlines, including tax-billing cycles.

· The employee operates standard office equipment

· The employee has regular contact with taxpayers, other town department, mortgage and title companies and lawyers

· The employee has access to confidential information about taxpayers

· Errors could result in delay or loss of services, and monetary loss

Recommended Minimum Qualification


Education and Experience:

 Diploma; two years of banking or customer service experience; or an equivalent combination of education and experience.

Recommended Minimum Qualifications continued from page 1


Knowledge, Ability and Skill

· Knowledge of office practices and procedures; knowledge of cash handling procedures; familiarity with the methods and procedures of municipal billing and collection.

· Ability to work independently and meet required deadlines; ability to communicate effectively with the public and explain tax laws and regulations; ability to maintain detailed records.

· Office skills; computer skills including knowledge and proficiency in Microsoft Office, mathematical skills; basic accounting skills; organizational skills; interpersonal skills; written and oral communication skills.

Physical Requirement:

Minimal physical effort is required to perform duties in office conditions.  The employee is required to stand, walk, sit speak, hear, and use hands to operate equipment.  The employee is occasionally required to stand, walk and reach with hands and arms and routinely lift up to ten (10) pounds.  Vision requirements include the ability to read and analyze documents and use a computer.

Minimal physical effort required in performing duties under typical office conditions.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The Town of Dracut is a smoke and drug free employer and requires a physical post offer.

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