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Class Title:   Deputy Treasurer    Pay Grade: 4  
 
FLSA Designation: Covered   Established: 2-09   
   Revised:    
           
Class Summary/Primary Function 
The principal functions of an employee in this class is to process tax payments and maintain 
accounts for County tax payers, perform general clerical and customer service duties for the 
Treasurer’s office. A Deputy Treasurer must possess strong accounting, clerical, and customer 
service skills; he/she acquires knowledge of department functions through on-the-job experience 
and becomes a department-related specialist with a good working knowledge of department policies 
and procedures.  The work is performed under the direct supervision of the Treasurer or Chief 
Deputy, although some latitude is granted for independent judgment using standard practices to 
resolve customer issues or correct procedures. The principal duties of this class are performed in a 
general office environment. 
 
Essential Duties and Responsibilities (will vary by assignment) 
• Processes tax payments by County tax payers received in person, email and by mail; 
• Performs money management duties including posting payments received, balancing cash 

drawers, balancing daily receipts, reviewing and reconciling payments for accuracy, and 
preparation of deposits;  

• Assists in maintaining County property tax account revenue and balance reports; 
• Performs title and lien searches on recording records;  
• Collects and receipts payments;  
• Modifies tax payer database or general accounts under close supervision; 
• Answers incoming phone calls,greets walk-in customers, email requests and provides general 

information to the public, answers questions and inquiries, provides specific information about 
accounts, and provides referrals to other departments or staff as needed; 

• Assists customers with Department procedures and explains Department 
procedures/policies/state statutes to customers and resolves customer concerns as needed; 

• Responds to citizens’ questions and comments in a courteous and timely manner; 
• Provides information to the general public, title companies, mortgage companies, and other 

interested parties concerning collection and apportionment of taxes and other information 
related to the Treasurer’s and Tax Collector’s office; 

• Conducts records search as requested including complete documentation;  
• Enters auditors certificates; 
• Assists in preparation of tax notices for mailing; 
• Prepares, files, distributes, and maintains a variety of documents, reports, correspondence, log 

sheets, applications, and related documents; 
• Performs general office support duties including, but not limited to, data entry, customer service, 

preparing and maintaining reports, records, and logs, and routine office equipment maintenance;  
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• Performs all work duties and activities in accordance with County policies, procedures, and safety 
practices. 

 
Other Duties and Responsibilities 
• Serves as back-up to other positions in the Treasurer’s office; 
• Prepares letters in response to balances owing from tax payers; 
• Performs other related duties as required. 

 
Competency Requirements: 
Knowledge of: 
• Idaho property taxes, County levels and related County/State codes; 
• Operation of standard office equipment, including a personal computer, 10 key calculator, and 

job-related software applications; including but not limited M/S Office: Word, Excel, Outlook; 
• Customer service procedures and techniques; 
• English grammar, spelling, punctuation, and composition; 
• Current office practices and procedures; 
• Accounting, bookkeeping, and cash handling record keeping practices and procedures. 
. 
Ability to: 
• Understand and explain applicable tax regulations, County ordinances, codes, statutes, and 

regulations related to the functions of the Treasurer’s office; 
• Interpret and explain County department functions, policies, and procedures; 
• Prepare, review, and maintain files, records, reports, databases, and correspondence, 

determining content and follow-up, if required;  
• Maintain records efficiently and accurately and to prepare accurate and grammatically correct 

written reports; 
• Research information and data and prepare reports; 
• Perform multiple tasks simultaneously, including handling interruptions, and return to and 

complete tasks in a timely manner; 
• Respond courteously to customer inquiries, which are sometimes controversial or adversarial; 
• Maintain a professional demeanor during stressful situations; 
• Operate standard office equipment and a personal computer including program applications 

appropriate to assigned duties; 
• Maintain effective working relationships with other County employees, supervisory personnel, 

local elected and appointed officials, and the public; 
• Communicate effectively both orally and in writing. 
• Make sound and reasonable decisions in accordance with laws, ordinances, regulations and 

established procedures; 
• Perform a wide variety of duties and responsibilities with accuracy and speed under the pressure 

of time-sensitive deadlines; 
• Maintain individual and transaction confidentiality; 
• Make sound and reasonable decisions in accordance with laws, ordinances, regulations, and 

established procedures. 
 
 
Acceptable Experience and Training 
• High school diploma or GED; and 
• Two (2) years administrative, clerical or customer service experience, or 
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• Any equivalent combination of experience and training which provides the knowledge and 
abilities necessary to perform the duties of this job.  

 
Essential Physical Abilities 
• Sufficient clarity of speech and hearing or other communication capabilities, with or without 

reasonable accommodation, which permits the employee to understand verbal instructions and 
to communicate effectively on the telephone and in person; 

• Sufficient visual acuity, with or without reasonable accommodation, which permits the 
employee to comprehend written work instructions, prepare and review documents and process 
them in a prescribed order, organize and maintain accurate files, and prepare documents and 
materials;  

• Sufficient manual dexterity, with or without reasonable accommodation, which permits the 
employee to operate standard office equipment; 

• Sufficient personal mobility, flexibility, and balance, with or without reasonable 
accommodation, which permits the employee to lift or move objects that weigh up to 30 lbs. and 
to work in an office environment. 

• Jobs in this class require performing repetitive hand movement in gripping, fingering, and 
hand/wrist/arm movements. Related job tasks may require walking, standing, sitting, lifting, 
stooping, squatting, kneeling, bending, crouching, pushing, grasping, and reaching.   
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