REVENUE CLERK

DEFINITION

As part of a team under the supervision of the Deputy Treasurer, performs varied and increasingly responsible clerical work involved in the keeping and reviewing of financial and property tax records and processing documents involving financial and property tax transactions; and to do related work as required.  Revenue Clerk duties requires a considerable degree of arithmetical skill and accuracy together with the ability to learn and understand collection of accounts.  Applicants must have a familiarity with common computer programs used in business and the ability to learn new programs. Revenue Clerks are responsible for answering questions from the public in person, on the telephone, and via email.
EXAMPLES OF DUTIES

Gathers, assembles, tabulates, balances, and summarizes fiscal and property tax related data; makes involved arithmetical computations; receives and accounts for payments; collects, balances, and accounts for funds; makes deposits and prepares receipts; explains laws and regulations to the public in person and over the telephone; uses a variety of computer software including MS Word, Excel, email, GCS (property tax software) and MUNIS.

EMPLOYMENT STANDARDS

Education and Experience:  Any combination of training and experience equivalent to high school graduation and two years of experience keeping fiscal records requiring a great deal of arithmetic skill and accuracy which includes varied experience with common computer programs.

Knowledge, Skills and Abilities:  Knowledge of the methods of keeping fiscal accounts and records; knowledge of office procedures and equipment; knowledge of business arithmetic; effective oral and written communication skills; ability to take a critical approach towards work methods; ability to compare names and numbers accurately and rapidly; and ability to effectively work with the public.
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