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CITY OF CONCORD

CLASS SPECIFICATION

CLASS TITLE:   
DEPUTY TAX COLLECTOR/DEPUTY TREASURER 

JOB CODE: 1140

DEPARTMENT: 
FINANCE










DATE: 2/08
REPORTS TO:   
CITY TREASURER


JOB SUMMARY

Directs, supervises, and manages all phases of billing and collecting property taxes, motor vehicle registrations, and other receivables to ensure that the city maintains all rights to realize revenues that have been resolved to be collected.  Routinely employs computer technology to execute responsibilities.  Manages city-owned tax deeded real estate until disposal.  Assists in managing operating, capital and trust fund investments, cash flow, and banking relations. Supports activities related to the issuance of city debt. Manages office operations.
ESSENTIAL JOB FUNCTIONS:

Establishes and manages all phases of property tax receivables, including billing, collecting, notifying, accounting, record-keeping, reporting, liening, deeding, and property disposal in a highly computerized accounts receivable environment; ensures accuracy in the discharge of related activity; develops, evaluates, executes, obtains feedback, and modifies the annual real estate collection plan, including development of goals, objectives, and schedule of activity; manages real estate balances due and initiates action for the collection of any outstanding amount; contacts taxpayers with outstanding balances due; works with outside printing vendors to ensure that billing is accurately and timely.

Ensures compliance with state laws and the City Code as it pertains to the management of real estate taxes; accomplishes other related objectives as identified.

Acts as chairperson for Tax Sale Committee, charged with the responsibility to manage Tax Deeded Property; takes initiative in the discharging of property tax lien activity.

Prepares required tax reports for the state of New Hampshire Department of Revenue Administration; prepares trial balances and insures detail proof of subsidiary records to the General Ledger.

Carries out supervisory and other responsibilities in accordance with city policies, procedures, and applicable laws, including interviewing, hiring, training, appraising performance, rewarding and disciplining employees, addressing complaints, resolving problems, and planning, assigning, and directing work.  

In compliance with city practice, contributes to the policy-making process as it pertains to state tax collection law; monitors the need for appropriate legislation.

Compiles information into summary reports according to scheduled requirements for review and approval by others including but not limited to annual reports to the Department of Revenue Administration and the monthly and annual reports to the City Controller.

Understands and applies Generally Accepted Accounting Principles (GAAP) and appropriate accounting controls to the conduct of responsibilities; employs related commercial accounts receivable practices where practical.

Anticipates and responds to customer needs; develops, communicates, and monitors policies, procedures, and standards for the division; recommends improvement when necessary; corrects deficiencies or problems; resolves conflicts; corresponds with lending institutions and negotiates payment agreements.

Executes official and other documents to approve or ensure information is adequate, accurate, and legitimate; verifies and signs JVs, payment vouchers, and checks; verifies and signs lien release for the Registry of Deeds.

Performs monthly reconciliation of trust funds and handles transfer of funds to trust; assists the Treasurer with the preparation of the MS9 and MS10. 

Assists the City Treasurer with investment of city funds by sending out bid request, authorizing the purchase and settlement of investments with banks and the Public Deposit Investment Pool; monitors daily cash flow projections for all funds. 

Assists the City Treasurer with the preparation for the annual bond sale in completing the Official Statement and meeting all legal requirements for the sale.

Provides assistance to the City Treasurer with the preparation of the operating budget.

Employs computer programs and technology in support of duties wherever practical; understands and applies computer application programs utilized in carrying out accounting functions, particularly in accounts receivable; troubleshoots computer applications and resulting data in order to locate potential problems; recommends modifications to computer programs when necessary; learns and employs user-based programming tools as appropriate for the conduct of responsibilities.

Confers with upper management to keep them informed on key issues and progress toward objectives and to gain their support and approval; makes recommendations to assist management in making needed improvements; promotes proposed and established programs (i.e. quarterly billing); anticipates and responds to potential problems. 

Acts as Tax Collector or Treasurer as requested.

Maintains appropriate current and historical records in compliance with the State of New Hampshire Municipal Retention Schedule and the State of New Hampshire Department of Motor Vehicles rules and regulations.

Plans, allocates, and monitors time, people, equipment, and other resources for the city to ensure efficient organization and completion of work; performs day-to-day activities required to keep the department functioning effectively, but not specifically related to assignment; develops unit goals, initiates cost effective program enhancements, implements safety measures, and resolves technical accounting issues.

Performs other related duties as required.

MATERIAL AND EQUIPMENT USED:
Computer




Copy Machine




Calculator 

Multi-line Phones 



General Office Equipment

Facsimile

MINIMUM QUALIFICATIONS REQUIRED:

Education and Experience:
Bachelor's degree from a four-year college or university in accounting, business or a related field; and, five years of progressively responsible computer based accounting experience; minimum of two years supervisory experience and one year of real estate tax experience or, any combination of education, training and experience which provides the required knowledge, skills and abilities required for the job.

Licenses and Certifications: New Hampshire Certification for Tax Collectors (desired).

KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of:

Record keeping, report preparation, filing methods, and records management techniques.

Correct English usage, including spelling, grammar, punctuation, and vocabulary.

Standard business arithmetic, including percentages and decimals.

Basic budgetary principles and practices.

Banking practices.

Administrative principles and practices, including goal setting and program budget development and implementation.

Administration of staff and activities, either directly or through subordinate supervision.

Applicable state, federal, and local laws, rules, and regulations.

Methods and techniques of research, statistical analysis, and report presentation.

Computer applications, spreadsheets, databases, and word processing software related to the work.

Principles and practices of public accounting.

Skill in:

Using tact, discretion, initiative, and independent judgment within established guidelines.

Analyzing and resolving office administrative situations and problems.

Researching, compiling, and summarizing a variety of informational and statistical data and materials.

Organizing work, setting priorities, meeting critical deadlines, and following up on assignments with a minimum of direction.

Applying logical thinking to solve problems or accomplish tasks and to understand, interpret, and communicate complicated policies, procedures, and protocols.

Communicating clearly and effectively, orally and in writing.

Planning, organizing, assigning, directing, reviewing, and evaluating the work of staff.

Selecting and motivating staff and providing for their training and professional development.

Preparing clear and concise reports, correspondence, and other written materials.

Mental and Physical Abilities to:

Read and interpret legal documents.

Communicate both orally and in writing.

Speak effectively before public groups and respond to questions.

Read, analyze, and interpret professional periodicals and journals, technical procedures, and government regulations.

Apply concepts such as fractions, percentages, ratios and proportions, probability, and statistical inference to practical situations.

Define problems, collect data, establish facts, and draw valid conclusions.

Solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.

Perform duties while typically sitting at a desk or table or while intermittently sitting, standing, or stooping.

Occasionally lift light objects.

Working Conditions:

Work is performed in an office.

This class specification should not be interpreted as all inclusive.  It is intended to identify the essential functions and requirements of this job.  Incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this specification.  Any essential function or requirement of this class will be evaluated as necessary should an incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the Americans with Disabilities Act (ADA).  Reasonable accommodation for the specific disability will be made for the incumbent/applicant when possible.


