TOWN TREASURER 

Town of Gill

Definition

Administrative work involving the receipt, expenditure and custody of municipal funds, the borrowing of money, the custody of tax title properties and the collection of money due to the town; all other related work, as required.

Supervision
Serves as an elected official, in conformance with applicable provisions of the Massachusetts General Laws and relevant municipal policies, and is accountable to town voters. Statutory duties and responsibilities are defined by applicable state laws.

Performs responsible functions of a complex nature which require considerable exercise of judgment and initiative, particularly with reference to the timely investment of funds and the borrowing of money within guidelines established by statute and professional standards.

Work Environment
Work is performed under typical office conditions; the work is subject to cyclic fluctuations; regular schedule includes one day per week.

The employee operates standard office equipment.

The employee has ongoing contact with taxpayers, town departments, banks, mortgage companies, and lawyers, by telephone, in person and in writing.

The employee has access to employees’ personnel files and personal information about taxpayers.

Errors in judgment could result in legal repercussions and have significant financial implications.

Essential Duties and Responsibilities
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.

Maintains all trust funds, savings, and checking accounts; processes bi-weekly payroll and completion of warrants payable; administers employee benefits, including health and life insurance, retirement and credit union.

Monitors cash levels and arranges borrowing of funds in anticipation of revenue, as necessary.

Responsible for tax titles, calculation of and receipt of payments, discharge of tax titles, foreclosure sales and legal processes.

Files all quarterly tax reporting forms; prepares W-2 and 1099 forms; files related forms.

Responds to inquiries from property owners, members of the banking and real estate communities, and any other interested parties regarding any matter related to the investment of funds, tax title, and employee benefits.

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

Recommended Minimum Qualifications
Education and Experience
As an elected official, requirements are established by statute. Preferred requirements include a high school diploma and two years of responsible experience in business or financial management.

Additional Requirement
Ability to be bonded

Knowledge, Ability and Skill

Thorough knowledge of the principles and practices of financial management and specific knowledge of the legal controls, methods and procedures of municipal finance and tax administration. Working knowledge of computer applications for financial management.

Ability to establish and maintain effective working relationships with town officials, members of the banking and real estate communities, governmental representatives, and the general public. Ability to prepare accurate financial reports and records. Ability to communicate effectively in written and oral form. 

Skill in computers and appropriate financial management software applications. Aptitude for numbers and details. Organizational skills.

Physical Requirements
Minimal physical effort is generally required. The employee is required to stand, walk, sit, speak and hear, and use hands to operate equipment. Vision requirements include the ability to read routine 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.

Northfield, Massachusetts

Town Treasurer and Tax Collector
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