
 

DEPUTY TREASURER III  

 
 

General Definition of Work:  

Performs difficult technical and intermediate skilled 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/Chief Deputy 

Treasurer/DIV 

 

Essential Functions/Typical Tasks: 
 

 (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.) 

 

 Provide responsive, high quality service to County employees, representatives of outside agencies and members 

of the public 

 Operates computerized cash register system to handle payments and collection of various fees received from the 

public and various county offices and agencies (including but not limited to: Parks and Recreation; Sanitary 

Districts; Economic Development/Tourism; Sheriff’s Department; Land Use; School Board; Animal Shelter and 

others); recording receipts; reconciling accounts; issues overpayments; assisting the public 

 Processes ABC licenses 

 Processes and accounts for mortgage company payments 

 Maintains and processes tax change requests and payments from Titling Companies and Attorneys 

 On a rotating basis, opens, and prepares office for the public 

 Collects mail from drop box and internal collection site; opens, sorts and processes incoming mail 

 Verifies and prepares deposits for various departments; encodes checks prior to depositing; takes deposits to bank on 

a rotating basis 

 Counts and reconciles cash drawer daily 

 Verifies and mails County and other departmental disbursement checks 

 Assists department in the process of delinquent collections including mailings, phone calls etc. 

 Prints out daily web payments; finds receipt numbers; customer names; social security numbers; releases DMV stops 

associated with payments 

 Confers with taxpayers in resolving problems 

 Corresponds with taxpayers in written and oral form; (email; in-person and telephone) drafts letters from 

origination to completion 

 Participates in the issuance of tax notices, recording and receipting of tax remittances as required by law 

 Processes payments received for business licenses and excise taxes, including lodging and utility; maintains 

accurate records; prepares balance due notices as necessary 

 Processes Public Service; Mineral Rights; Roll Back and Supplemental bills 

 Processes and prepares bills for animal licenses 

 Collects/copies waste bill payments 

 Assists tax collectors researching accounts to provide information to begin collection processes 

 Processes outgoing mail 

 Answers questions from citizens regarding real estate, personal property, dog tags, etc. 

 Checks tax bill information in preparation for distribution; verifies with Commissioner of the Revenue’s office 

assessing information; assists in the preparation mailing of supplemental bills 

 Maintains payment plans 

 Maintains Volunteer Fire Department vehicle license fee exemptions 

 Issues DMV stops on customers who do not keep up with payment agreements 

 Collects, accounts for, releases and maintains DMV stop accounts 

 Maintains veterinarian documents for dog tag renewals. 

 Assists with various accounting functions 

 Notary Public 

 Assists with all office filing and record keeping – maintains records to assist in the preparation of the State 

Budget 

 Assists Treasurer on various projects as needed 

 

 

 

 

 



 

Knowledge, Skills and Abilities: 

Considerable knowledge of the following: Bookkeeping and accounting practices and procedures; budget and finance; 

general office maintenance (recording keeping, filing, indexing etc.); Personal computer operations and various software 

applications; the laws and regulations governing tax collection in the County; ability to analyze and interpret fiscal and 

accounting data and to prepare appropriate statements and reports; ability to understand and follow oral and written 

instructions; ability to establish and maintain effective working relationships with associates and the general public. 

Computer format and data entry in the County system. Prior experience in local government – specifically in collections 

or finance. Knowledge of AS400. 

 

Education and Experience 

Any combination of education or experience equivalent to graduating with an Associate’s Degree or higher in the 

field of Accounting or Business Administration along with 3 or more years of experience that demonstrates the 

ability to perform the essential functions of the classification of the position. Desirable experience in local property 

tax, customer service and monetary transactions.  Preference given to those with previous local government experience. 

 

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: 

DIII is required to be a member of the Treasurer’s Association of Virginia. 

 

Ability to obtain Master Deputy Treasurer Certification through the Weldon Cooper Center for Public Service within 

3 years of application of such. This Certification Program is designed to advance the professionalism of the local 

governmental Treasurer and her staff in the Commonwealth of Virginia. Local government finance, like many other 

professions, requires special study, knowledge, and skills. The constituency served by the Treasurer and her staff 

deserves a high level of professional competence. This Certification Program sets forth the regulations and standards 

that recognize professional attainment.  

The Certification Program will:  

 Assure the public of the basic knowledge and competency of the local Deputy Treasurer 

  Assure the local Deputy Treasurer of reasonable professional recognition 

 Assure professional advancement and acknowledgement of the competency of the local Deputy Treasurer 

by his colleagues in the field of municipal finance. 

Must be bondable.   

 

Supplemental Information: 

 

This is a classification specification and not an individualized job description. A class specification defines the 

general characteristics and scope of duties and responsibilities of all positions in a job classification, but it is not 

intended to describe and does not necessarily list the essential job functions for a given position in the classification. 

 


