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Tax collector

Basic Function

The Tax Collector shall be responsible for collecting taxes and interest thereon and shall pay over said taxes to the Town Treasurer.  He/She shall make written return thereof with the tax list as requested by the Assessors and shall give to the Treasurer an account of all charges and fees collected.  The Collector shall pay over to the Treasurer at last once per week all money received during the preceding week.  The Tax Collector shall be bonded as required by Massachusetts State Statute.

The position of Tax Collector is a three-year term appointment by the Selectboard. The salary is currently based on a nineteen hour per week schedule.

Essential Duties and Responsibilities:

The essential duties and responsibilities listed include the minimum requirements for the position.  The position also includes other duties as discussed in the Additional Duties section below.

The duties of Tax Collector are defined by statute as follows:

1. Sends tax bills upon receiving tax list and warrant from the Assessors

2. Collects taxes and posts payments in the computer

3. Sends abatement checks and refunds

4. Sends demand notices

5. Does tax titles and issues lien certificates

6. Prepares year-end report

7. Submits computer generated Annual Report

8. Communicates with the public, other town and government officials by telephone and in person

9. Maintains records for the department

10. Use of all equipment, knowledge and ability to complete all tasks required to professionally perform the municipal Tax Collector position
11. Contributes to a mutually supportive teamwork environment within the department, with residents and vendors, and in interactions with all town departments
Additional Duties

The position includes additional duties that are a natural progression from that position’s essential duties.  The omission of specific statements of duties does not exclude them from the responsibility of the employee in the position if the work is similar, related, or a logical assignment to the position.

Supervision

Works under the direction of the Selectboard in close cooperation with other members of the Town’s financial team.  The employee functions independently, referring specific problems to the Board when clarification or interpretation of town policy or procedures is required.

Supervises the work of department clerks or assistants.
Performs responsible duties requiring a thorough knowledge of collection operations and the exercise of independent judgment to make decisions concerning daily operations and the administration of the policies, goals, regulations, and statutory requirements related to the administration and operation of the Tax Collector’s Office.  
Work Environment

Work is performed under typical office conditions.  Workload is subject to seasonal fluctuations.  

The employee operates standard office equipment.

The employee has ongoing contact with the public, town departments, vendors, financial institutions and state agencies and communicates by telephone, in person and in writing.

The employee has access to town-wide confidential information, including personnel files, bid documents and personal information about taxpayers.

Errors could result in monetary loss, delay or loss of service, and legal repercussions.

Essential Qualifications

Associate Degree in accounting or three years experience in a municipal financial position.

Ability to maintain financial bonding insurance.

Data processing skills.

Good organizational and management skills.

Ability to prioritize tasks to meet deadlines.

Demonstrated ability to communicate, both orally and in writing. 

Ability to interact in a positive and effective manner and to establish and maintain positive work relationships with supervisors, coworkers, other departments, boards and commissions, the general public and personnel at all levels of authority using principles of good customer service.  Must perform all aspects of job responsibilities with honesty and integrity.

Self motivation.

High level of maturity and integrity.

Skill in dealing effectively and tactfully with public agencies, town officials, employees and citizens.

General knowledge of collection records and records maintenance as demonstrated by the ability to maintain appropriate, accurate and accessible records.

Experience with municipal collecting and software preferred.  

Physical Requirements

Physical Requirements are listed for informational purposes.  Applicants may be requested to demonstrate the ability to perform the essential duties of the position during the application process.

Minimal physical effort is required to perform duties under typical office conditions.  The employee is routinely required to speak and hear and use hands to operate equipment and reach. The employee is frequently required to lift, move, and/or push items weighing up to 30 pounds. Vision requirements include the ability to read routine and complex documents and use a computer.

This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.
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