
DEPUTY TREASURER III – 6351

General Definition of Work:
Performs responsible technical and intermediate skilled clerical and accounting work assisting with the operation of
the Treasurer's Office; does related work as required.  Work is performed under the regular supervision of the Treasurer
or Chief Deputy Treasurer.

Essential Functions/Typical Tasks:
Receiving payments; recording receipts; reconciling accounts; assisting the public.
(The following tasks are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude
them from the position if the work is similar, related, or a logical assignment to the position.)
 Receives payments in person or by mail and posts payment to account; balances accounts.
 Operates computerized cash register to handle payments and collection of various fees received from the public

and various county offices and agencies.
 Answers questions from citizens regarding real estate, personal property, dog tags, etc.
 Checks tax bill information in computer; verifies with Commissioner of the Revenue’s office.
 Processes incoming and outgoing mail.
 Maintains Vehicle Registration Withholding Program
 Assists taxpayers via telephone
 Maintains veterinarian documents for dog tag renewals.
 Assists with various accounting functions
 Performs related tasks as required.

Knowledge, Skills and Abilities:
General knowledge of the principles underlying the laws, ordinances and regulations governing the operations of the
Treasurer's Office; extensive knowledge of the principles, methods and practices of accounting; knowledge of business
and office practices; ability to analyze and interpret fiscal and accounting data and to prepare appropriate statements
and reports; ability to operate standard office, word processing and data entry equipment; ability to understand and
follow oral and written instructions; ability to establish and maintain effective working relationships with associates
and the general public.

Education and Experience
Graduation from high school, 3-5 years experience in accounting.  Considerable experience in local property tax,
customer service and monetary transactions.

Physical Requirements:
This is sedentary work requiring the exertion of up to 20 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects; work requires reaching, fingering, grasping, and repetitive motions; vocal
communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to
perceive information at normal spoken word levels; visual acuity is required for preparing and analyzing written or
computer data, operation of machines, determining the accuracy and thoroughness of work, and observing general
surroundings and activities; the worker is not subject to adverse environmental conditions.

Special Requirements:
Must be bondable.


