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Assistant Town Treasurer/Tax Collector 

Position Purpose:                               

The purpose of this position is to perform administrative and clerical work of moderate difficulty 
and responsibility supporting the operations of the Town/Tax Collector.  The Assistant Treasurer 
is responsible for maintaining and improving upon the efficiency and effectiveness of all areas 
under his/her direction and control.  Performs all other related work as required.  

Supervision: 

Supervision Scope:  Performs varied and responsible duties requiring the exercise of judgment 
and initiative to carry out assignments independently, analyze situations and conditions, and 
determine appropriate course of action from department guidelines and policies. Work at this 
level requires a working knowledge of departmental operations, local and state laws. 

Supervision Received: Work is performed independently requesting assistance with unusual 
situations which do not have clear precedents. Works under the general direction of the Town 
Treasurer/Collector and in accordance with applicable Massachusetts General Laws, town 
policies, town bylaws, and relevant state, federal, and local regulations and standards. 
Establishes own work plan and completes work in accordance with established departmental 
policies and standards; only unusual cases are referred to supervisor. 

Supervision Given:  The Assistant Treasurer/Collector functions as the Town Treasurer/Collector 
in his/her absence.  

Job Environment: 

A majority of work is performed under typical municipal office conditions; noise level is 
moderate.  

Regularly operates computers and peripherals, telephone, copier, facsimile machine and other 
standard office equipment. 

Makes regular contacts with other town departments/boards/committees, banks; local, state and 
federal governments; banking and financial institutions; human resource and benefit 
organizations; civic organizations and the general public. Contacts are by phone, through 

Tel: (978) 425-2600, x200 
 Fax:  (978) 425-2602 
selectmen@shirley-ma.gov 
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correspondence, and in person; they generally consist of an information exchange dialogue, 
discussing routine and semi-complex issues. 

Has access to department-oriented confidential information including personnel records, which 
requires the application of appropriate judgment, discretion and professional office protocols. 

Performs varied and responsible departmental functions requiring independent judgment to 
ensure compliance with applicable laws, rules, regulations or compliance to departmental 
policies, procedures and methods. 

Errors could result in significant confusion and delay, loss of department services, possible 
adverse public relations and have financial repercussions. 

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.) 

Prepares monthly invoices for various insurances; researches and collects data for Middlesex 
County and Mass Teachers Retirement System member make-up requests. 

Assists with the development of the Town Treasurer’s Operational/Capital Budget; assists in the 
title administration and prepares and submits varied monthly and quarterly reports.        

Reconciles monthly payroll check statement.  Prepares and updates all appropriate payroll 
reports/spreadsheets. 

Processes any bank deposits; updates any tax title account payments. 

Processes accounts payable checks on approved warrant; confirms information; mails 
checks.  Records accounts payable data on the weekly payroll summary; establishes and 
maintains the accounts payable warrant files. 

Prepares bank deposits; records revenue in monthly receipts report; maintains monthly summary 
of Tax Collector revenue; verifies transfers. 

Responsible for the administration and collection of returned checks; assists in the reconciliation 
of monthly receipts, bank statements and the Treasurer’s cashbook; assists with the annual audit 
as it relates to payroll and accounts payable; processes void checks. 

Provides administrative and secretarial support to the Town/Tax Collector.   Assists in the 
collection of real estate, personal property, excise and other taxes, fees and/or charges that are 
committed to the Collector’s Office for collection. 



Collects and processes payments of real estate, personal property, betterments, motor vehicle 
excise tax, parking tickets, trailer park fees, municipal lien certificates, and all other committed 
taxes or charges.  Balances all monies received, prepares and deposits them in the bank. 

Collects, balances, processes Sewer Usage Fees.  Works with the Sewer Commissioner’s Office 
in all matters pertaining to the collection of those fees. 

Prepares turnover sheets to report all collections to the town Treasurer and Town Accountant. 

Works with the Police Department in collecting all parking tickets and all matters pertaining to 
those fees. 

Prepares, for the Collector, Municipal Lien Certifications. 

Assists the public both in the office and phone with a variety of information and explaining 
department policies and procedures.  Makes referrals to the other departments as necessary. 

Organizes and manages the office on a daily basis and regularly handles situations which require 
discretion.  Answers questions and furnishes information and/or makes referrals to the 
appropriate departments as necessary. 

Researches complaints and tax information for realtors, banks, tax payers, law and tax firms. 

Assists taxpayers at the counter, accepting payments, answering phone inquiries.  

Answers telephone, emails, etc. and responds to inquiries.  Checks files and prepares background 
information needed for the supervisor to respond to messages. 

Researches historical records and information for Tax department. 

Organizes and maintains efficient office procedures.  Maintains adequate levels of office 
supplies, placing orders as necessary.  

Performs similar or related work as required. 

Recommended Minimum Qualifications: 

Education, Training and Experience: 

Associates degree in Business or Finance, or related field; three years of responsible experience 
in municipal finance, accounting or similar financial management; experience in general 
financial management and payroll processing; or any equivalent combination of education and 
experience. Must be able to be bonded for this position.  

 



Knowledge, Ability and Skill: 

Knowledge:  Thorough knowledge of office procedures, practices and terminology.   Thorough 
knowledge of accounts receivable/accounts payable process.  Knowledge of municipal financial 
practices, payroll processing and cash management; Knowledge of banking practices; 
Knowledge of MA General Laws; Thorough knowledge of computer applications for accounting 
and financial management.   Knowledge of office equipment and the operation of computer 
software applications, particularly word processing, spreadsheet, database, email and internet. 
Knowledge of MA General Laws.  Strong knowledge and proficiency with specialized municipal 
software, procedures and practices required for administration of financial management and 
purchase order systems. Knowledge/familiarity of Vadar municipal software desired.  

Ability:  Ability to establish and maintain effective and harmonious working relationships with 
town officials and departments, members of the banking community, benefits providers, and all 
town employees. Ability to communicate effectively in written and oral form. Ability to establish 
and maintain complex financial record keeping systems. Ability to prepare complex financial 
reports. Ability to operate standard office equipment. Ability to analyze and interpret payroll and 
financial data. Ability to multi-task effectively and work within time lines. Ability to prioritize 
multiple tasks and deal effectively with interruptions, often under considerable time 
pressure. Ability to communicate effectively verbally and in writing. Ability to respond with tact 
and courtesy when dealing with the public. Ability to manage conflict resolution. Ability to seek 
guidance from Town Treasurer/Tax Collector or other Department Head where applicable.  

Skill: Excellent customer service and interpersonal skills. Skill in operating computers and 
utilizing appropriate software applications. Excellent organizational skills. Office management 
skills. Skill in all of the above listed tools and equipment. 

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.  

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. 

Lifts/moves objects weighing up to 15 pounds, files, and types on a keyboard at a moderate 
speed.  Communicates verbally and in writing.  Manually operates all equipment.  

(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.) 



Starting salary is $43,075. This position is a union-benefitted position, with an adherence to 
hours of operation per the union, with a step increase and a cost of living adjustment to be 
applied on July 1.  

Qualified individuals should send resume with cover letter to Aubrey Thomas, Assistant Town 
Administrator, Town of Shirley, 7 Keady Way, Shirley, MA  01464.  Deadline is August 18, 
2021. Applicants may also send resume with cover letter to fax 978-425-2602 or email 
to athomas@shirley-ma.gov. 
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