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JOB DESCRIPTION 

Chief Deputy Treasurer 

GENERAL SUMMARY 

Primary functions of the job are to provide support for the County Treasurer, supervise department staff, 
balance and maintain financial and investment schedules and bank accounts for the County under the 
direction of the County Treasurer. Provides assistance to taxpayers, other County department employees, 
and local treasurers regarding tax collection and settlement of delinquent taxes. 

Employees must meet the minimum requirements, conditions of employment, and be able to perform 

successfully all essential duties and responsibilities with or without reasonable accommodations. 

The position serves as of the pleasure of the elected official.

This position may require travel by the employee in the employee's own vehicle. 

• Supervises designated staff, including overseeing work, establishing and
evaluating appropriate performance standards in accordance with the

department's and County's objectives.

• Responsible for the review and implementation of new procedures and improved
methods.

• Performs all the duties of the County Treasurer if the elected County Treasurer is

unavailable or unable to for any reason, is second in command, and supervises staff in

the Treasurer's office.

• Balances and maintains several financial schedules, which may include: balancing
bank accounts to the general ledger; maintaining debt payment billings and
payments; documenting, balancing, and making payments for payroll taxes;

performing banking analysis; comparing and balancing monthly general ledger to
subsidiary ledgers; and, performing other related activities.

• Performs tax searches and deed certification.

• Prepares remote capture funds for the bank.

• Collects and balances cash intake and receipts in accordance with County and
governmental standards.

• Participates in/on a variety of meetings, committees, and/or other related groups in
order to receive and convey information.

• Assists with the collection and settlement of delinquent taxes.

• Provides comprehensive customer service, including delivery of accurate, prompt, and
courteous assistance on complex policies, guidelines, and standard practices to internal

and external customers, both verbally and in writing.

• Analyzes and reviews payroll items and prepares related reports.

• Participates in investment activities.

EDUCATION, FORMAL TRAINING, AND EXPERIENCE ( minimum requirements) 

• Bachelor's Degree in Finance, Accounting or related field
• Two to four years directly related experience
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PRIMARY DUTIES AND RESPONSIBILITIES (may include but are not limited to the following) 






