
Page 1 of 4  Truro, MA 
  Principal Collector/Assistant Treasurer 
  FLSA- Exempt 
  December, 2022 

COLLECTOR OF TAXES/ASSISTANT TREASURER  
 
Position Purpose: 
The purpose of this position is to provide skilled administrative and clerical work in the 
Treasurer/Collector office. The Principal Collector/Assistant Treasurer is responsible for 
maintaining and improving upon the efficiency and effectiveness of all areas under their 
direction and control.  
 
Supervision: 
Supervision Scope: Exercises sound judgment and initiative in the formation and application 
of procedures of the Treasurer/Collector office, particularly in the collecting, receiving, and 
accounting for Town revenues. Employee exercises considerable judgement to work 
independently. Performs a variety of responsible functions in accordance with state statutes 
and local bylaws. 
 
Supervision Received: Work is performed under the general direction of the Finance Director 
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.    
 
Supervision Given: Supervises one department employee, assigning tasks and ensuring their 
proper completion. Conducts performance evaluations, provides counseling and imparts 
discipline according to collective bargaining agreements, Town policies, and best practices, 
as required. 
 
Job Environment: 
Work is performed under typical office conditions; work environment is moderately noisy.     
 
Operates computer and general office equipment, such as calculator, copier, facsimile machine, 
and telephone. 
 
Makes frequent contacts with the public, banks, federal and state agencies, town departments, 
vendors, financial institutions, and the MA Collectors and Treasurers Association. Most 
contacts require an information exchange dialogue. 
 
Has access to confidential information pertaining to taxpayers and staff, which requires the 
application of appropriate judgment, discretion and professional protocols. In the absence of 
the Treasurer, serves as authorized signatory on Town bank accounts.   
 
Errors could result in delay and confusion in the provision of services and have significant 
legal and/or financial repercussions. 
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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.  
 
 
Primary responsibility for all municipal revenue collections and revenue turnovers to 
Treasurer. 
 
Receives and accounts for all tax payments and other municipal revenues received in the office 
and through the mail.  
 
Ensures funds are brought to the bank and are posted to proper accounts using MUNIS 
accounting software.  
 
Primary responsibility to receive commitment sheets from Board of Assessors. Reviews and 
updates as necessary prior to printing real estate and personal property tax bills and excise tax 
bills.  
 
Issues demands and other methods to collect outstanding receivables.  
 
Drives coordination with bill printers, lockbox processor, and online payment portal to ensure 
timely and accurate printing of bills, demands, and notices.  
 
Answers inquiries from taxpayers, members of the banking and real estate community, and 
any other interested parties over the telephone, in writing and at the counter. 
 
Coordinates with government agencies to ensure timely and accurate upload of required 
financial reporting.  

 
Balances on a regular basis all outstanding taxes to the tax ledgers of the Town Accountant. 

 
Maintains records of receipts, abatements, and refunds.  

 
 Creates and implements procedures and policies to improve service for the Treasurer/Collector  
      office.  

 
 

Related Office Duties 
Sends enrollment forms to benefits providers, including health, life, vision, and dental 
insurance.  
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Reconciles employee deductions with benefit payments.  
 
In the absence of Treasurer, may assist with entering information into Treasurer’s cash book  
 
With the Treasurer, assists with monthly bank reconciliation, including payroll, vendor, 
general and trust accounts.  

 
Invests and transfers other funds in the absence of the Treasurer. 
 
Oversees computerized payroll entry and procedures.  
 
Assists with processing of paperwork associated with all benefits and remittance of associated 
benefit payments. 
 

 
 May assist Treasurer in recording and notification of tax possessions appropriate Town 
authorities. 

 
Prepares and approves Municipal Lien Certificates. 

 
 Processes non-negotiable checks returned by the bank. 

 
 

 Performs similar or related work as required, directed or as situation dictates. 
 
 
Recommended Minimum Qualifications: 

 
Education and Experience: 
Bachelor’s in public administration, finance, accounting, business, government or related field; 
three to five years’ experience in business or financial accounting or administration; experience 
working with computers; or any equivalent combination of education and experience. 
 
Special Requirements: 
Ability to obtain Massachusetts Treasurers and Collectors Association (MTCA) Collector 
Certification and/or Assistant Treasurer Certification. Town will cover costs to achieve 
certification.  
 
Knowledge, Ability and Skill: 
Knowledge:  Knowledge of local, state, and federal laws, regulations and procedures applicable 
to the duties and responsibilities of a tax collector and treasurer’s office. Working knowledge 
of accounting software and Microsoft Office products. General knowledge of office procedures 
and the ability to supervise support staff in an effective and harmonious manner. 
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Ability: Ability to interact effectively and appropriately with the public and other personnel, 
assess situations and formulate appropriate resolutions. Ability to deal with disgruntled 
members of the public. Ability to apply legal interpretations and precedents to current 
problems.  Ability to communicate effectively in written and oral form.  Ability to manage and 
prioritize multiple tasks in a detailed and organized manner. Ability to prepare accurate 
financial reports and records.  
 
Skill:  Effective leadership skills, diplomacy in dealing with the public.  Proficient written and 
oral communication skills and administrative skills. Skill in computers and appropriate 
software applications.  Skill in working with numbers and details. Excellent customer service 
skills. 
 
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. 

 
Regularly required to maintain a stationary position, move about the inside of the 
building, position self to reach low objects (objects under desks, in filing cabinet 
drawers); must be able to manipulate objects, tools or controls, and be able to pick up and 
use paper, books, and other common office objects. Ability to communicate with 
members of the public and exchange accurate information. Ability to view computer 
screens and work with details for extended periods of time. Ability to operate a keyboard 
and calculator at an efficient speed. Ability to move/ set up small equipment (up to 30 
lbs).  

  
(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.)  


