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Elmore County

Class Specification

Deputy Treasurer – Part-time 
 
Class Code Number:
234



Pay Grade:
6


FLSA Designation:
Covered/Nonexempt

Effective Date:   01/2020

General Statement of Duties

Performs a variety of routine, complex clerical tasks to expedite the receipting, collection, accounting and apportionment of property taxes received by the County Treasurer’s office.  Performs related work as required.
Classification Summary

The principal function of an employee in this class is to receipt County property tax payments and assist in the preparation of the County tax roll.  The Deputy Treasurer receives funds paid for taxes, balances the funds received with accounts payable and prepares reports of activities.  The work is performed under the general direction of the Chief Deputy Treasurer. The nature of the work requires the employee to be detail oriented and time sensitive to mandated deadlines.  The principal duties of this class are performed in a general office environment. 

Examples of Work  (Illustrative Only)

Essential Duties and Responsibilities

· Checks descriptions and records applicable parcel or receipt number on tax notice requests from loan companies;

· Processes and collects prepaid personal and mobile home taxes; working closely with the Assessor and Department of Motor Vehicle;

· Processes monies and records associated with real and personal property taxes;

· Prepares warrants of distraint for collection of personal property taxes;

· Collect tax payments over the counter and balances tax payments daily to cash received;

· Maintains daily recording and bookkeeping for all money transactions from the tax anticipation and prebill tax records;

· Informs clients and mortgage companies of delinquencies or problems which may arise due to parcel splits and incorrect account numbers;
· Process mail, online, and over the phone payments
· Processes tax overpayments; determines amounts of refunds due to homeowners, title companies, mortgage companies, etc.;

· Troubleshoot, as needed, to resolve patron complaints, questions or requests for information;

· Responds to public questions and provides information related to tax amounts, charges and fines, addresses of property owners, legal descriptions and questions concerning the tax laws defined by Idaho Code;

· Assists outside auditors;

· Prepares letters for unpaid bankruptcies;
· Prepare and maintain carbon copy mailings;
· Responds to survey, record, and email requests;

· Assists in the preparation of 28000 annual tax bills, printing, and mailing.
· Processes monies received from the Sheriff’s office for taxes collected on Warrants of Distraint;

· Orders office supplies;

· Works with the Assessor and Sheriff’s office locating physical addresses of personal property and mobile homes;

· Assists in collecting and/or processing insufficient fund checks;

· Corrects changes of address in notices and sends to Assessor;

· Daily check desktop bank deposits for Treasurer and Tax Collector
· Research and certified mailings on tax deed parcels
· Assists and consults with Treasurer on bankruptcy, filing claims, tracking;

· Assists in preparation of County levy sheets;

· Prepares tax notices for mailing;

· Prepares a variety of reports

· Responds to citizens’ questions and comments in a courteous and timely manner;

· Performs all work duties and activities in accordance County policies, procedures and safety practices.

· Any other duties as required by the Treasurer.  

Other Duties and Responsibilities

· Attend meetings, conferences, workshops and training sessions;

· Review publications and audio-visual materials to become and remain current on the principles, practices and new developments in assigned work areas;

· Performs other related duties as required. 

Required Knowledge, Skills and Abilities

Knowledge of:

· The principles and practices of accounting and bookkeeping;

· Professional accounting standards and ethics;
· General ledger posting and financial statement preparation;

· General office practices and procedures.
Ability to:

· Read, interpret and apply laws, resolutions, ordinances, codes, and contracts;

· Operate a variety of standard office equipment;

· Learn and apply the functions, responsibilities, processes and procedures of the office of County Treasurer;

· Perform basic and advanced mathematical functions quickly and accurately;

· Understand and apply the tax process and related charges and fines;

· Understand and apply the laws and regulations governing tax collection and disbursements in the county;

· Maintain detailed and accurate accounting and/or tax ledgers;

· Communicate effectively, both orally and in writing;

· Maintain effective working relationships with other County employees, supervisory personnel, state and local elected officials and the public;

· Prepare accurate and reliable reports containing financial and tax information; 

· Respond to citizen requests in a courteous manner;

· Understand and follow oral and/or written policies, procedures and instructions;

· Operate a personal computer using standard or customized software applications appropriate to assigned tasks;

· Make sound and reasonable decisions in accordance with laws, ordinances, regulations and established procedures;

· Perform a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines;

· Integrity, ingenuity and inventiveness in the performance of assigned tasks.  

Acceptable Experience and Training
· High school diploma or equivalent general educational development (GED) certification with course work in general accounting or bookkeeping, plus specialized training in computerized accounting and spreadsheets; and

· 2 years progressively responsible experience in accounting, bookkeeping, or related financial work; or
· Any equivalent combination of experience and training which provides the knowledge and abilities necessary to perform the work.   

Special Qualifications
· Valid Idaho Driver’s License

Essential Physical Abilities
· Sufficient clarity of speech and hearing or other communication capabilities, with or without reasonable accommodation, which permits the employee to communicate effectively;

· Sufficient vision or other powers of observation, with or without reasonable accommodation, which permits the employee to establish, maintain and monitor financial transactions and tax rolls;

· Sufficient manual dexterity with or without reasonable accommodation, which permits the employee to operate computer equipment, ten key calculator and other office equipment;

· Sufficient personal mobility and physical reflexes, with or without reasonable accommodation, which permits the employee to work in an office setting.
