
TOWN OF CHESHIRE 
POSITION DESCRIPTION 

 
Position Title:  Revenue Associate               Classification:  TH-3 
 
Department:  Finance – Collector Division    Date: March 12, 2019 
 
Position Objectives: 
 
Under the supervision of the Collector performs diversified clerical and accounting duties 
for the Town’s revenue collection function. Due to the nature of this division, integrity, 
accuracy, superior customer service and professionalism are required. 
 
Reporting Relationships: 
 
Reports to: Collector of Revenue 
 
Supervises: None 
 
Job Location and Equipment Used: 
 
Work is performed in office environment.  Position involves alternating sitting and 
standing positions at desk and/or counter.  Equipment used includes:  a computer, fax,  
copier, calculator, phone, and other office equipment. Software used includes: Quality 
Data and Microsoft Office. 
 
Essential Functions: 
 
 1. Receives, processes, in person, by mail, and online, tax, sewer, water, and 

other revenue payments in cash, check and credit card and/or ACH.  This 
includes processing past due payments and preparing balance due notices. 

 
 2. Enters and/or revises data in computer files and manual records, which may 

include the manual calculation of and typing of revised or added sewer, water 
and tax bills. Updates new owner addresses on real property, motor vehicle, 
sewer use, and sewer/water assessment files. 

 
 3. Balances and closes out daily cash register receipts. 
 
 4. Answers inquiries by telephone, fax, email, and in person; provides 

explanations of statutory procedures, details of tax, water and sewer amounts 
due including the computation of all bond and delinquent interest and legal 
fees. 

 
 5. Maintains departmental files in accordance with statutory requirements. 
 
 6. Receives monies from other Town Departments; reconciles deposits and 

maintains a log of all Town deposits, and posts deposits in Munis. 
 



 7. Prepares daily bank deposits for pick up by armored car service; reconciles 
deposit receipts with Finance Department.  Maintains returned check file, 
follows up and redeposit’s bad checks. 

 
 8. Creates/prints manual and computer generated reports and lists of delinquent 

tax and sewer and water accounts. 
 
 9. Searches other departmental records for new owners and forwarding mailing 

addresses; maintains postal service address update files. 
 
 10. Maintains inventory of office supplies; orders supplies, types purchase orders, 

reconciles shipments received against orders. 
 
  11. Prepares tax and water and sewer liens for recording; prepares lien releases. 
 
  12. Prints, separates, sorts, stuffs and mails tax and water and sewer bills, 

reminder, lien and demand notices. 
 
  13. Codes real estate tax files for billing to banks/mortgage companies. 
 
  14 Takes applications for refunds and researches files to verify or refute claim. 
 
 15. Balances Certificate of Correction changes made by the Assessor.  

Responsible for mailing corrected bills to taxpayers. 
 
  16. Update job skills by participating in educational opportunities. 
 
The above duties describe the most significant duties performed and are not to be 
considered a detailed description of every duty of the position.  Other occasional and 
related duties may be assigned. 
 
Desired Knowledge, Skills and Abilities: 
 
High school graduate with courses in bookkeeping, business arithmetic and data entry 
training.  One to three years of general office experience preferably in the financial area 
involving some public contact or any combination of training and experience which 
provides a demonstrated ability to perform the duties of the position.  Ability to deal with 
the general public in a professional and diplomatic manner.  Ability to take and pass 
required Tax Collection course (CCMC-1) within first year of service. Knowledge of 
high volume data entry and experience with Microsoft Office for Windows required. 
 


