
NON-EXEMPT
WAGE SCALE 6

TOWN OF RAYMOND
DEPUTY TAX COLLECTOR/DEPUTY CLERK



NATURE OF WORK:

This is a full-time position with varied administrative work supporting the Tax Collector under the direction of the Town Clerk. The Deputy Tax Collector is responsible for the collection and record keeping of various taxes, fees and licenses, elections, and other projects as assigned.

An employee of this class will assist the Tax Collector and Town Clerk office in the issuance of various licenses and permits, recording various documents and vital statistics, and the maintenance of a variety of records.  Work involves tax collection and all tax-related duties. Work is normally conducted with independence, subject only to general instructions and standard operating procedures under the supervision of the Tax Collector and the Town Clerk. Employees have considerable contact with the public.

EXAMPLES OF WORK: (Illustrative Only)
Prepares the recording of tax liens, discharges, and maintenance of list of uncollected taxes and liens 
Maintains accurate list of all back taxes and liens and all recordings that pertain to liens and TAP properties 
Balances all cash drawers at the end of each business day and prepares the bank deposit for review.
Prepares and mails 30-day notices for liens and foreclosures to all parties and mortgage holders 
Prints associated reports (commitment book, taxpayers list, map/lot list, and receivable list)

Files all lien papers in accordance with the time set forth by state law 

Receives and processes tax payments by mail and online payments; updates the online payment system, records and balances all payments 
 
Balances taxes receivable to trial balance monthly 

Assists the Town Manager, Select Board, and public in resolving and clarifying all issues related to tax collection 

Waits on counter, answers questions, and gives out information requested on property or excise taxes and motor vehicle registrations, trash pickup, recycling, or bulky waste, and answers the telephone

Manages new vehicle registrations and re-registrations; facilitates transfer of plates or 
issues new plates and stickers for the State of Maine

Issues various licenses such as marriage, hunting, fishing, and dog licenses, and maintains related records

May be assigned a specific area of responsibility for report preparation and recording

Performs related typing, data entry, clerical, and record keeping duties
Acts as Warden for elections and Deputy Moderator for Town Meeting
Must be able to perform most other clerical functions of the town office 
Assists Town Clerk with all election duties, voter registration, and Town Meeting
Attends training classes for Tax Collector, Elections, Treasurer, and Motor Vehicles

Performs related Department of Finance work as required
REQUIREMENTS OF WORK:

Ability and willingness to obtain Maine Tax Collector Certification

Knowledge of business English, spelling, and commercial arithmetic

Knowledge of modern office procedures, practices, and equipment

Knowledge and understanding of the State statutes relating to the duties and responsibilities of town and city clerks, or the ability to obtain this knowledge within one year
Knowledge and understanding of the State Statutes relating to the duties and responsibilities of Municipal Tax Collector, or the ability to obtain this knowledge within one year


Thorough knowledge of the lien process or ability to retain this knowledge within one year
Ability to prepare regular reports on tax collection activities with a solid understanding of basic accounting principles
Ability to establish and maintain effective working relationships with Town officials, employees, and the public

Proficiency in the use of a computer and other office equipment
PHYSICAL DEMANDS:

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 frequently in a sitting position, works on a computer, frequent reaching for tools/objects with hands and arms, requires the use of hand and eye coordination, must have the ability to communicate verbally and be able to hear. The employee is occasionally required to walk to various areas within the building to include going up and down stairways. 

The employee must occasionally lift and/or move objects weighing up to fifty pounds.
WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderately quiet but can be subject to various communications occurring that may cause disruption or lack of concentration. 
DESIRABLE EXPERIENCE AND TRAINING:

High School graduation and experience involving the maintenance and preparation of records supplemented by courses in business education or office procedures, or any equivalent combination of experience and training. Applicants with a two-year college degree preferred.
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