CITY OF DERBY
JOB DESCRIPTION POSTING

Position: Tax Collector

Department: City Hall; Reports to Mayor and Finance Director
Classification: Non-exempt

Full/Part-Time: Part-Time

Schedule: Monday & Wednesday 8:30am-5:00 pm, Friday 8:30am-12:30 pm

Rate of Pay: Per City Hall Employees Contract (Local 1303-259)
Current Rate: $38.28/hour

Closing date: Until Filled

Job posting:

The City of Derby is seeking a Part-Time Tax Collector to perform such duties as directing and participating in
the billing and collection of: real, motor vehicle and personal property taxes; sewer assessments and sewer use;
maintaining and processing of moneys collected to the general fund; and the preparation of reports of collection.
Additional duties can be found on the full job description, which is also posted adjacent to this notice and has
been provided to all bargaining unit employees via email.

Minimum Qualifications:

An Associate’s degree in Business, Accounting or related field and three years of progressively responsible
experience working in accounting, collection, finance or related field including supervisory work and
experience related to municipal revenue collection and accounting, or equivalent. Certification as CT Municipal
Tax Collector. Must be bondable.

An employment application may be obtained by visiting the City of Derby website at
https://www.derbyct.gov/EmploymentOpportunities or by contacting John Board at jboard@derbyct.gov or at
203-736-1450 ext. 1221.

Please send completed applications to:
Mr. John Board

Administrative Assistant to the Mayor
1 Elizabeth Street

Derby, CT 06418

The City of Derby is an Equal Employment Opportunity (EEO) employer. Discrimination is prohibited against
applicants on the basis of age, race, color, religious creed, sex, gender identity or expression, sexual orientation,
marital status, national origin, ancestry, genetic information, status as a veteran, present or past history of
mental disorder, or intellectual, learning, or physical disability.

Date Posted: 7/12/2021
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TITLE: TAX COLLECTOR

OBJECTIVES

Under the administrative direction of the Mayor, directs and administers the revenue collection activities and
statutory responsibilities of the Tax Collector's Office, Prepares tax bills from the Grand List furnished by
the Assessor. Oversees and participates in the recording and collecting of local property taxes, assessments,
liens and other municipal revenues.

ESSENTIAL FUNCTIONS

Administers, directs and participates in the billing and collection of: real, motor vehicle, and personal
property taxes; sewer assessments and sewer use; the maintenance and processing of moneys collected to the
general fund; and the preparation of reports of collection.

Supervises and trains clerical administrative staff in receiving, reconciling, and depositing tax collections and
other revenue, and ensures compliance of office procedures with tax laws.

Computes revenue balances.

Investigates tax delinquencies, implements collection procedures, and coordinates legal procedures for
collection of back taxes.

Prepares and administers operating budget for department.

Meets and negotiates with the public to explain tax collection procedures and law, investigates and resolves
complaints, and to arrange for payment of delinquent accounts.

Determines whether to issue warrants or file tax liens, and initiates action to implement the decision; removes
liens and follows-up bankruptcy cases.

Coordinates the billing and receipt of real estate tax payments by mortgage companies; corresponds with
mortgage companies to resolve problems of non-payment or overpayment of accounts.

Evaluates current collection practices and data processing applications and proposes procedural or
administrative change as warranted.
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Provides information to attorneys, banking officials, constables and sheriffs, and the public regarding tax
policies and procedures.

Prepares and submits oral and written reports to State and City officials, and consults with same on revenue
collection matters.

Performs other related work as required.

REQUIRED KNOWLEDGE, SKILLS AND ABILITY

Thorough knowledge of the principles and procedures of municipal revenue collection, assessment, land
records and tax laws, requirements and procedures.

Thorough knowledge of modern office methods and practices including the utilization of data processing
applications as they relate to billing and collection work.

Considerable knowledge of and ability to interpret and apply the provisions of State Statutes and ordinances
governing the City's revenue collection operation.

Knowledge of accounting principles and practices, and required tax reports.

Ability to prepare and analyze complex statistical and technical reports.

Ability to plan and prioritize department operations to meet established and statutory deadlines.
Ability to schedule, assign, supervise and train subordinates.

Ability to deal effectively with City and State officials, banking officials and the public.
Ability to prepare a department budget.

REQUIRED EQUIPMENT OPERATION

Operates office equipment as required including but not limited to a department computer, printer, telephone,
electronic calculator, adding machine and copying machine.

REQUIRED PHYSICAT EFFORT

Must be able to sit at desk or stand at an assigned location and work continuously for extended periods of
time, utilizing assigned office equipment-, lift and carry reports, boxes and office equipment.
.|
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QUALIFICATIONS

An Associate's degree in Business, Accounting or related field and three years of progressively responsible

experience working in accounting, collection, finance or related field including supervisory work and
experience related to municipal revenue collection and accounting, or equivalent.

SPECIAL REQUIREMENTS
Certification as a Connecticut Municipal Tax Collector.
Must be bondable.

September, 1998
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