CITY OF TITUSVILLE

DEPUTY TREASURER/TAX COLLECTOR

JOB TITLE:
Deputy Treasurer/Tax Collector
DEPARTMENT:
Treasurer’s Office
CLASSIFICATION:
Exempt 

REPORTS TO:
City Treasurer
NATURE OF WORK
GENERAL SUMMARY OF POSITION:
This position is a clerical function of the Treasurer’s Office.  The position reports directly to the City Treasurer unless unavailable at which time he/she would report directly to the City Manager. Employees in this position are expected to type 40 WPM with accuracy, prepare reports with limited supervision, operate with proficiency a computer, perform accounting functions and do general filing in the Treasurer’s Office.
Employee in this position must exhibit above average people skills both in person and on the telephone. Communication skills with the general public is a priority.

TYPICAL EXAMPLES OF WORK:

Specific duties would include, but are not limited to the following:
· Handle resident requests, payments, and inquiries at the window

· Balance all accounts daily, monthly, and yearly.

· Prepare bills for taxes, licenses, and fees billed by the Treasurer’s Office.

· Collect all accounts due the City and School District assigned to the Treasurer’s Office.

· Post all payments of taxes, licenses, and fees for the City and School District.

· Prepare and/or make deposits.

· Perform all changes within the computer for real estate and per capita as needed.

· Maintain accurate assessment cards for use in the Treasurer’s Office in assisting third parties.

· Perform any secretarial duties for the City Treasurer.

· Perform any other duties assigned by the City Treasurer and/or City Manager.
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

· Must be capable of being bonded.

· Required to abide by, and comply with the provisions of the Third Class City Code and Optional Charter.

· Required to abide by, and comply with established Departmental and City policies, procedures, and standards. 

· Required to maintain an acceptable level of attendance and perform duties of position in a safe and efficient manner.
· Knowledge of City PC computer operations.
· Ability to understand and carry out complex oral and written instructions.

· Thorough knowledge of the accounting principles and practices of governmental accounting.

· Ability to use standard accounting methods, procedures, forms and records.

· Ability to work tactfully and effectively with the general public, associates, public officials, and representatives of business and industry.

· Ability to obtain and analyze information.
· Ability to prepare accurate and informative financial reports.

· Ability to remain calm and perform effectively during critical situations and pending deadlines.

· Knowledge of office terminology, procedures, routines, and equipment.

· Thorough knowledge of business math, English, and spelling.

· Ability to show good judgement and integrity.
DESIRABLE TRAINING AND EXPERIENCE

High School Diploma or G.E.D., and considerable understanding of accounting procedures and computer applications.  Ability to deal effectively with the public, employees, City administration, and other governmental agencies. 
PHYSICAL DEMAND

Light Work – Light work involves exerting up to 20 pounds of force occasionally or up to 10 pounds of force frequently, or a negligible amount of force constantly to move objects. Physical demand requirements are in excess of those for Sedentary Work. Even though the weight lifted may be only a negligible amount, a job/occupation is rated Light Work when it requires: (1) walking or standing to a significant degree; (2) sitting most of the time while pushing or pulling arm or leg controls; or (3) working at a production rate pace while constantly pushing or pulling materials even though the weight of the materials is negligible. (The constant stress and strain of maintaining a production rate pace, especially in an industrial setting, can be and is physically demanding of a worker even though the amount of force exerted is negligible.)
