



Treasurer
Finance Department
City of Woonsocket
				
GENERAL STATEMENT OF DUTIES:  Under the direction of the Finance Director and in accordance with policy set by the Mayor, this position assumes responsibility for the oversight, direction, planning, and coordination of all programs, functions, and activities of the Treasury Division of the City of Woonsocket Finance Department.  Division functions include but are not limited to the collection of all municipal taxes and assessments, administration of tax sales, oversight and management of various City bank accounts, cash flow preparation, and weights and measures reporting.
This position plans, organizes, directs and participates in the administration of tax collection procedures as established by law, ordinance and precedent.  This position is also responsible for ensuring Division compliance with all applicable laws and regulations governing the collection of municipal taxes and assessments and their accounting.  The position will serve as a member of the Finance Department leadership team, ascertaining and promoting the efficiency of the Division, and conferring with administrative superiors on matters concerning major policy or unusual problems.  This position will work collaboratively with the Mayor, Finance Director and City Solicitor to analyze the needs of the City and take appropriate action as needed.  This position will champion the values of the City as established by the Mayor, and will lead by example, accountability and a high degree of ethics.  
SUPERVISION RECEIVED:  Works under the administrative direction of the Finance Director with considerable latitude for the exercise of independent initiative and judgment.  Work is subject to review through consultations and written reports for satisfactory performance and conformance to laws, policies, directives, rules and regulations.
SUPERVISION EXERCISED:  Plans, organizes, coordinates and directs the work of a technical, administrative support and clerical staff.
ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:
Exercises oversight authority and broad discretionary judgment to manage all functions and resources of the Treasury Division of the Finance Department to achieve the organization’s priorities and objectives.
Assists the Finance Director with the development and administration of the Treasury Division’s budgets, policies, projects and programs so as to effectively and efficiently deliver high quality services to the City and to its taxpayers. 
Provides accurate and timely data to the Finance Director and to the City Solicitor for tax sales, budget preparation, monitoring and reporting. 
Ensures that department operations conform to local, state, and federal government regulations, generally accepted accounting procedures (GAAP), as well as other applicable rules and policies. 
Responsible for supervision, training and work performance of direct reports in Treasury Division engaged in office and field collection of taxes and assessments.
Provides assistance with policy development, administration, direction and guidance to the City with respect to tax collection procedures and other Treasury operations.
Oversees and maintains City bank accounts, including on-line banking and payments, and coordinates bank deposit activity with other City departments and banking service providers.
Maintains necessary accounts and banking records for tax exempt bond proceeds needed to comply with IRS regulations relating to arbitrage rebate calculations and payments.
Responsible for oversight and administration of Retail Lockbox process and other collection procedures.
Prepares cash flow summaries and reports at the direction of the Finance Director.
Conducts meetings with individual taxpayers, negotiates payment plans and interest waivers, and enforces agreements.
Collaborates with the City Solicitor and facilitates tax sales, processes tax redemption, and issues municipal lien certificates.
Provides application software management of the City tax, water, sewer and trash systems.
Responsible for weights and measures reporting on behalf of the City.
Maintains professional knowledge through such means as attending seminars, reviewing professional publications and participating in professional organizations. 
Attends City Council meetings and other meetings as needed/required by the Finance Director.
Additional related duties as required by the Finance Director or the Mayor.
REQUIRED QUALIFICATIONS FOR APPOINTMENT:
KNOWLEDGE, SKILLS AND CAPACITIES:  
Thorough knowledge of the principles of municipal tax collection and of modern methods of tax collection and accounting.  Knowledge of City Charter provisions, laws, ordinances and general municipal policies related to the collection of, and accounting for, municipal tax and assessment.  Ability to work cooperatively with taxpayers and to negotiate and administer multiple payment plans and related agreements.  Ability to write instructions, procedures, policies, opinions and briefs.  Ability to make oral presentations and oral argument.  Considerable knowledge of the principles of office management and of modern business methods, equipment, applicable computer software, practices and procedures.  Supervisory experience required.  The ability to think quickly, handle multiple priorities, reach consensus as well as establish a culture of collaboration and accountability with staff and supervisors.   
EDUCATION AND EXPERIENCE:
Education: 
Such as may have been gained through: graduation from a college of recognized standing with a Bachelor’s Degree in Accounting or a related field; and/or
Experience: 
Such as may have been gained through: a minimum of three (3) years of experience in municipal or state tax collection or accounting, including at least two (2) years of supervisory experience; or three (3) years experience in public financial management.  A master’s degree in finance or a related field may be credited for one (1) year of the experience stated above.
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