CORPORATION OF THE TOWN OF BLIND RIVER

JOB TITLE:			ACCOUNTING CLERK I -TAX CLERK

REPORTS TO:		TREASURER

PURPOSE OF POSITION:	To provide administrative support for the operation of the Treasury Department 

Responsibilities:

· Property Tax Billing
· Prepare, print, sort and mail Interim & Final property tax bills
· Prepare, print, sort and mail property tax reminder notices as required
· Prepare, print, sort and mail Supplemental/Omitted property tax bills as required
· Process all property tax adjustments and write-offs including Section 357/358 applications, Minutes of Settlement, PRANs, ANAs, Vacancy Rebate applications, Charity Rebates, etc.
· Process adjustments as required including NSF payments, P&I adjustments, refunds, Tax Sale process charges, etc.
· Close tax sub ledger at year end and produce all required year end reports and open new year’s tax sub ledger
· Import new assessment information into the system and balance to assessment roll
· Maintain mortgage company records
· Maintain pre-authorized payment plans
· Prepare and process pre-authorized payments and forward to the bank for processing
· Update taxpayer address changes in the system
· Update ownership information in the system in accordance with transfer documents from lawyers and Municipal Sales Listings from MPAC
· Provide monthly reports for Property & Finance Committee meetings
· Process tax payments received through mail and telephone/on-line banking
· Process post-dated cheques on due dates
· Month end balancing of property tax sub ledger

· Accounts Receivable
· Preparation of all invoices (non-water/sewer) including monthly recurring invoices
· Process required invoice adjustments
· Set up of new customers as required
· Set up new codes as required
· Preparation and mailing of monthly statements for outstanding invoices
· Month end balancing of accounts receivable sub ledger

· Customer Service
· Respond to telephone, email and walk-in questions, directing customers to the relevant department/person as required
· Process payments from walk-in customers (tax, water, miscellaneous)
· Prepare & verify tax certificates as requested by various lawyers and mortgage companies
· Prepare tax statements for taxpayers as required/requested
· Respond to inquiries from lawyers and mortgage companies
· Facility bookings

· Other Duties
· [bookmark: _GoBack]Process water/sewer payments received through the mail, through telephone/online banking and etransfer in a timely manner and process post-dated cheques on due dates
· Opening and closing of front counter, as required
· Daily balancing of point of sale and preparation of bank deposits, as required
· Monthly reconciliation of bank accounts, as assigned
· Pick up and deliver mail at post office, as required
· Take deposits to bank, as required
· Act as secretary for various Committees of Council, as assigned
· Annual reporting as required for Handi-Transit service
· Back-up for Accounts Payable/Payroll Clerk, as required
· Back-up for Water/Sewer Billing Clerk, as required
· Other duties as assigned

Requirements

· Ability to work with computerized financial software (knowledge of iCity/Vadim an asset)
· Post-secondary education in accounting, bookkeeping or a related field, or equivalent job experience (cash handling, bank deposits & reconciliations, etc.)
· Successful completion of the Municipal Tax Administration Program (OMTRA)
· Knowledge of the Municipal Act as it relates to property taxation
· Completion of Municipal Accounting & Finance Program (AMCTO) an asset
· Computer proficiency in standard office software including MS Office, internet and email applications
· Understanding of municipal operations
· Strong organizational and time management skills
· Exceptional customer service, interpersonal and communication skills
· Ability to exercise appropriate discretion in relation to confidential/sensitive information
· Ability to work as part of a team
· Bilingualism in French and English an asset
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