DEPUTY TREASURER








DEFINITION





Under general supervision, is responsible for supervising the day to day operations of the Treasurer's Office, monitoring and executing bank transactions, coordinating creation and collection of property tax bills, resolving property tax issues; acting as department head in the absence of the Treasurer; and performing related duties as required.








EXAMPLES OF DUTIES





Supervises the activities of support staff including responsibility for effective recommendations on personnel decisions such as scheduling; task assignment, performance reviews, and training; performs payroll functions for the office; coordinates county�wide tax bill creation and payment collection processes including working with sixty-one municipal treasurers and other taxing jurisdictions; monitors and directs daily bank deposits and withdrawals; works with bank and County representatives to reconcile issues as they arise; develops, implements and monitors policies and procedures for the effective and efficient functioning of the unit; resolves property tax issues including payment disputes and foreclosures by working with individual owners, mortgages and attorneys; interprets and enforces state statutes as they relate to property taxes; and works with County, State and local partners on issues related to County finances and property taxes.








EMPLOYMENT STANDARDS





Education and Experience:  Requires any combination of training and experience equivalent to a Bachelor’s degree in business administration or other related field and two years of experience providing knowledge of financial reporting and/or real estate practices.  Relevant work experience may be substituted on a year for year basis.





Knowledge, Skills and Abilities:  Knowledge of modern office concepts and practices; ability to supervise subordinate staff; strong written and verbal communication skills; detail oriented with solid math skills; knowledge of computer programs in a Windows environment including Outlook, Word, Excel, and general use of databases; understanding of general accounting principals and financial reporting; knowledge of property tax processes and statutes; ability to develop and write policies and procedures; ability to analyze work operations and make recommendations on improving efficiency and effectiveness; ability to work with local officials and the general public.





SPECIAL REQUIREMENTS:  None
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