PRINCIPAL CLERK (Treasurer/Floater)

DEFINITION

The Principal Clerk provides administrative, customer service and financial support services primarily to the Treasurer’s office as well as assisting other offices when required.

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 position.

Assist with the collection of receipts from town departments.

Balance daily cash receipts; perform accounts payable and payroll functions.

Assist with the coordination of benefits offered to town and retired employees, (i.e. health, life, dental, etc.)

Assist with the preparation of tax title documentation and reconciliation of tax titles.  

As needed, assist other offices. 

Order office supplies and maintenance supplies for equipment; arrange for maintenance of equipment; perform administrative support functions, including copying and faxing.

Maintain Treasurer’s files including but not limited to tax titles, receipts, and general files.

SUPERVISION

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

WORK ENVIRONMENT

Work is performed in office conditions; the workload is subject to seasonal fluctuations and administrative deadlines, including tax billing cycles and month/year ends.

The employee operates standard office equipment.

The employee has regular contact with taxpayers, other town departments, mortgage and title companies, and lawyers. 

The employee has access to confidential information about personnel and taxpayers.

Errors could result in delay or loss of services and monetary loss.

This job description does not constitute and 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.

To Obtain This Document in an Alternative Format, Please Contact William M. Zounes at (978) 453-9492

The Town of Dracut is an Equal Opportunity/Affirmative Action Employer
