Collector/Treasurer
Position Purpose:
The purpose of this position is to maintain the Town's financial well being and stability in concert with the Town Administrator and to manage the Town's financial operations including the functions of the Treasury and revenue collection; all other related work as required.  The work includes overseeing the Town’s investments and cash management activities, overseeing the Town’s revenue collection services, managing all Town debt service functions, participating in the Capital Planning process, participating in the bond issuance process, overseeing town-wide payroll systems and overseeing and improving upon the town’s employee benefits programs.  The Collector/Treasurer is responsible for maintaining and improving upon the efficiency and effectiveness of all areas under his/her direction and control.

Supervision:
Supervision Scope: Exercises independent judgment and initiative in the planning, administration and execution of the department's services, in the interpretation and application of laws, regulations and procedures, and in the direction of personnel. Performs a variety of responsible functions in accordance with state statutes and local bylaws.

Supervision Received:  Works under the policy direction of the Town Administrator and in accordance with applicable Massachusetts General Laws, Town policies, Town bylaws and relevant state, federal, and local regulations and standards with considerable latitude for independent judgment and action.  Assumes responsibility for developing and achieving the department goals and objectives.  The position is subject to review and evaluation according to the Town's personnel plan.

Supervision Given: Supervises all departmental employees, developing job direction, assigning tasks and instructions, and evaluating personnel performance (formally or informally, depending upon applicable personnel policy).

Job Environment:
Work is performed in an office environment.  Majority of work is performed in a moderately noisy work environment.

Operates computer, calculator, telephone, copier, facsimile machine, and all other standard office equipment.

Makes frequent contact with members of the banking community, government regulatory agencies, attorneys, vendors, all municipal department heads, and the general public; communicates in person, by telephone and via standard reports.  Contacts require considerable persuasiveness and resourcefulness to influence the behavior of others.

Has access to department-level and Town-wide confidential information; the application of appropriate judgment, discretion and professional office protocols is required.

Errors could result in significant confusion and delay, loss of department services, and have Town-wide financial repercussions; errors could cause exposure for the Town of Easton to certain legal liabilities.

Essential Functions:
(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)
Takes custody of all money belonging to the Town, including Trust Fund.  Prepares deposits; balances all bank accounts; reconciles cash to the General Ledger; prepares reconciliation of cash reports to the Department of Revenue.

Supervises the billing and collection of all money owed to the Town; orders bills and envelopes and other related billing supplies; supervises mailings.  Balances, updates, and maintains records of all receivables.

Manages cash flow, investing surplus cash within the legal limits.

Pays all legal obligations including payroll, accounts payable, and debt obligations.  Balances and files all federal and state tax reports including W2's.  Reviews personnel records to determine accuracy of names, rates of pay, occupations of newly hired workers, and changes in wage rates and occupations of employees on payroll.

Compiles and maintains records for use in employee benefits administration.  Prepares enrollments, disbursements, and changes; balances accounts monthly.  Explains benefits to employees and solves administrative and employee problems.

Prepares all borrowings of authorized debt; prepares disclosure statements; maintains debt records; prepares debt budget; sells bonds and notes; monitors expenditures of arbitrage rule compliance.

Prepares annual report of all activities, including debt, collections, tax title, and all cash account activities.

Prepares department and benefit budgets, and provides the Town Administrator with information needed in preparation of the Revenue and Expenditure Forecast.

Initiates tax liens, preparing advertising, maintains tax title accounts; uses any and all legal remedies to collect including tax foreclosure, civil suits, and small claims court.

Supervises all department staff; determines work procedures, prepares work schedules, assigns duties and examines work for exactness, neatness, and conformance to policies and procedures.  

Adjusts errors and resolves complaints; meets with taxpayers to discuss and resolve tax problems and provides explanation and interpretation of General Laws.  Responds to inquiries from taxpayers, banks, attorneys, and mortgage companies.  Sends letters of certification.

Develops department budget. Oversees the preparation of payroll and bill warrants.

Performs similar or related work as required, directed or as situation dictates.

Recommended Minimum Qualifications:
Education, Training and Experience:

Bachelor's degree in accounting, finance, business administration, business management or related field; five years of experience in a municipal management positions and two additional years of supervisory experience as a Collector/Treasurer; or any equivalent combination of education and experience.
Special Requirements:
Ability to be bonded.

Massachusetts certification as a Collector and Treasurer desired.

Knowledge, Ability and Skill:

Knowledge: Complete working knowledge of the principles and practices of financial management and specific knowledge of the legal controls, methods and procedures of municipal finance. Thorough knowledge of computer applications for accounting and financial management. Comprehensive knowledge of GAAP and the UMAS.

Ability: Ability to establish and maintain effective and harmonious working relationships with Town officials and departments, members of the banking community, state agencies and the general public. Ability to communicate effectively in written and oral form. Ability to establish and maintain complex financial record keeping systems. Ability to prioritize multiple tasks and deal effectively with interruptions, often under considerable time pressure.  Ability to prepare and administer budgets and to prepare financial reports. Ability to operate standard office equipment.

Skill:  Skill in computers and appropriate software applications.  Aptitude for numbers and details.  Excellent organizational skills.  Skill in all of the above listed tools and equipment. 

Physical Requirements:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  While performing the duties of this job, the employee is regularly required to sit and talk and listen; required to walk, use hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms, bend and stretch to reach low and high shelves.  Employee must have the ability to use a keyboard at an efficient speed.  The work requires lifting print and other materials, office equipment and supplies weighing up to 10 pounds and being able to carry a reasonable quantity of materials from places where they are stored to places where they may be used.  Intermittent reaching, crouching, and similar activities.  Vision and hearing at or correctable to normal ranges.

(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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