
JOB TITLE: TAX CLERK          2017 

JOB SUMMARY:  Provides accounting, clerical and office administrative assistance to the Tax Collector in 
the billing, collecting and crediting of taxes and related billings or charges; assumes responsibility of 
office in the absence of the Tax Collector. 

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

Knowledge of bookkeeping and financial record keeping.  Demonstrated ability to perform data entry 
applications using computer systems with speed and accuracy.  Ability to perform detailed work 
involving written and numerical data, and to make arithmetic calculations rapidly and accurately.  
Familiarity with accounting principles and ability to apply established methods to varied accounting 
transactions.  Knowledge of modern computer programs, office equipment, practices, and procedures.  
Ability to establish effective working relationships with other employees and the public. 

MINIMUM QUALIFICATIONS REQUIRED: 

Graduation from high school, supplemented by course work in bookkeeping or computers; and at least 
one year's experience in clerical, data processing, or bookkeeping OR, an equivalent combination of 
education and experience demonstrating the required knowledge, skills, and abilities. 

License/Certificate:  Willing and able to become a Certified CT Municipal Collector within 5 years of hire. 

PHYSICAL EXERTION/ENVIRONMENTAL CONDITIONS: 

Performs duties in an office environment.  Some highway driving may be required to carry out related 
duties.  Must be able to lift and carry land record volumes and other office files.  Irregular and short-
term exposure to computer screen.   

SUPERVISION RECEIVED: Works under the general supervision of the Tax Collector who is consulted on 
unusual problems or on difficult technical questions. 

SUPERVISION EXERCISED: None. 

EXAMPLES OF ESSENTIAL DUTIES: 

(Any one position may not include all of the duties listed, nor do the listed examples include all duties, 
which may be found in positions of this class.) 

1. Assists in the preparation, sorting, collating and mailing of tax bills and sewer utility charges.  
Receives, posts, and reconciles payments via computer entry into an automated collection 
system.  Maintains financial records, including receiving and crediting of taxes, and special 
assessments and/or charges. 
 

2. Performs supplemental billings on motor vehicle and real property throughout the fiscal year.  
Prepares and processes tax warning notices. 
 

3. Performs arithmetic computations, requiring absolute accuracy in examining, verifying and 
correcting tax and interest amounts. 
 



4. Provides information and assistance to members of the general public, including bank officials 
and attorneys.  Assists tax payers in preparing payment plans. 
 

5. Independently composes routine correspondence and reports. 

 

EXAMPLES OF INCIDENTAL DUTIES: 

1. Sorts and distributes incoming mail; receives incoming telephone calls; supplies information; 
and, keeps appropriate records. 
 

2. Attends a counter, using a cash register to collect cash receipts.  Operates standard office 
equipment, such as computer, copy machine, adding machine, etc.  
 

3. Files documents in accordance with established procedures. Relieves colleagues in similar 
offices as necessary.  Performs other related duties as directed. 

  


