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Finance 
Treasurer/Collector 

 
DEFINITION 
 
Position is responsible for the management of all Town cash, issuance and payment of debt, 
and the Town’s health insurance policies.  Serves as custodian of all stabilization and trust 
funds, as well as all investments, and is responsible for the billing and collection of Real Estate 
Tax, Personal Property Tax, Motor Vehicle Excise Tax and Water Utilities. As part of the 
collection process, initiates Tax Liens, petitions to foreclose in Land Court, and acts as custodian 
of foreclosed property. Employee is required to perform all similar or related duties. One of two 
positions eligible for the Finance Director position.  
 
ESSENTIAL FUNCTIONS 
The essential functions or duties listed below are intended only as illustrations of the various 
type of work that may be performed. The omission of specific statements of duties does not 
exclude them from the position if the work is similar, related, or a logical assignment to the 
position. 
 

• Oversees the Town’s cash management 
• Codes, receives, and reconciles daily cash 
• Serves as custodian of all stabilization and trust funds, as well as all investments  
• Supervises the billing of real estate personal property and motor vehicles 
• Oversees all Town collection services related to real estate, motor vehicle excise, 

personal property, water bills and all other town receivables as required; oversees 
perfecting of tax collections, contracted collection services, and tax takings; monitors 
the processing of accounting, maintenance, and collection records; responsible for the 
timely reconciliation of all receivables and bank statements. 

• As part of the collection process, initiates Tax Liens, petitions to foreclose in Land Court, 
and acts as custodian of foreclosed property 

• Responsible for department’s computerized payroll and all bi-weekly quarterly and 
yearly filings and reports 

• Reconciles monthly cash and receivables with Town Accountant 
• Oversees all aspects of tax taking proceedings 
• Serves as the Assistant Treasurer for the Hamilton-Wenham Regional School District, 

subject to the terms of the relevant Intermunicipal Agreement and to annual 
reappointment by the District School Committee 

• Provides for the receipt, deposit, accounting and segregation of all department collected 
revenues; provides for the regular proof, reconciliation and reporting of all Town funds 
ensuring collection and disbursement according to attended purposes; verifies with the 
Finance Director to assure that the record of accounts is in agreement with the 
statement of collections and disbursements 

• Responsible for all aspects of payroll and human resource management including, but 
not limited to, the supervision/preparation of bi-weekly payroll, benefits administration, 
COBRA administration and all unemployment claims. 
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• Manages all town debt service functions including producing debt schedules; issues 
short and long-term borrowing; reviews with financial advisor and Bond Counsel the 
wording, structure and amount of debt issued; determines and recommends the 
appropriate mix and timing of loans to ensure favorable market entry and that all 
required state and federal report requirements have been met 

• Negotiates and recommends approval of third party collection arrangements 
• Prepares and files all property tax liens and redemptions and attends land court in the 

instance of foreclosure 
• Manages all Town trust funds including portfolio management in accordance with 

investment guidelines 
• Prepares a wide range of financial reports including but not limited to the reconciliation 

of treasurer’s cash, weekly or monthly report of receipts and balances, payroll 
deductions and other reports as required by the Massachusetts Department of Local 
Services 

• Responsible for the processing and / or oversight of bank deposits and postings as well 
as the recording of all fund transfers and any other financial transaction. 

• Works with Town departments for the purpose of enhancing efficiency, productivity and 
morale 

• Answers inquiries from property owners, members of the banking and real estate 
community, and all other interested parties regarding any matter related to the 
investment of funds, tax title, and the tax collection process of the Town 
 

SUPERVISION RECEIVED 
 
Under general direction, employee plans and prioritizes the majority of work independently, in 
accordance with standard practices and previous training. Employee is expected to solve most 
problems of detail or unusual situations by adapting methods or interpreting instructions 
accordingly.  Instructions for new assignments or special projects usually consist of statements 
of desired objectives, deadlines and priorities.  Technical and policy problems or changes in 
procedures are discussed with supervisor.   
 
SUPERVISION EXERCISED 
 
The supervisor, as a regular and continuing part of the job, is accountable for the quality and 
quantity of work done by subordinates and assures the accomplishment of the assigned work in 
the prescribed manner.  The incumbent gives advice and instruction on both administrative and 
work matters; informs subordinates of organizational policies, goals and procedures; resolves 
employee complaints and effects disciplinary actions, such as oral warnings and reprimands; 
has substantial responsibility for technical soundness of subordinates’ work. 
 
ACCOUNTABILITY 
 
The nature of the professional or technical work means that errors in analysis, techniques or 
recommendations would probably be difficult to detect.  Consequences of errors, missed 
deadlines or poor judgment could result in excessive costs, delay of service delivery, or legal 
repercussions. 
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JUDGMENT 
 
The work requires examining, analyzing and evaluating facts and circumstances surrounding 
individual problems, situations or transactions, and determining actions to be taken within the 
limits of standard or accepted practices.  Guidelines include a large body of policies, practices 
and precedents which may be complex or conflicting, at times.  Judgment is used in analyzing 
specific situations to determine appropriate actions.  Employee is expected to weigh efficiency 
and relative priorities in conjunction with procedural concerns in decision making.  Requires 
understanding, interpreting and applying federal, state and local regulations. 
 
COMPLEXITY 
 
The work consists of employing many different concepts, theories, principles, techniques and 
practices relating to an administrative field.  Assignments typically concern such matters as 
studying trends in the field for application to the work, assessing services and recommending 
improvements. 
 
NATURE AND PURPOSE OF CONTACTS 
 
Relationships are primarily with co-workers and the public involving frequent explanation, 
discussion or interpretation of practices, procedures, regulations or guidelines in order to 
render service, plan or coordinate work efforts, or resolve operating problems.  Other regular 
contacts are with service recipients and employees of outside organizations.  More than 
ordinary courtesy, tact and diplomacy may be required to resolve complaints or deal with 
hostile, uncooperative or uninformed persons.   
 
CONFIDENTIALITY 
 
Incumbent has regular access at the departmental level to a wide variety of confidential 
information, including personnel records, lawsuits and client records.   
 
EDUCATION AND EXPERIENCE 
 
Bachelor’s degree in accounting, public administration, business or similar field of study and 
five to seven years of experience in a related field or any equivalent combination of education 
and experience. 
 
KNOWLEDGE, ABILITY, AND SKILLS 
 
Knowledge:   Knowledge of public accounting and auditing principles, practices and procedures.  
Knowledge of generally accepted accounting principles (GAAP), Governmental Accounting 
Standards Board (GASB) standards, and applicable Massachusetts General Laws, regarding 
finance, insurance and procurement. Experience with MUNIS or other mainframe-based public 
financial software system is a plus. 
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Ability: Ability to meet and deal with the public effectively and appropriately.  Ability to handle 
problems and emergencies effectively.  Ability to communicate clearly, orally and in writing. 
Ability to operate a computer. Ability to maintain confidential information. Ability to maintain, 
manage, and organize records. Ability to deal appropriately with Town employees, Town 
officials, and disgruntled members of the public. 
 
Skill: Excellent organizational skills. Excellent data processing skill in the use of personal 
computers and office software including word processing, data base and spreadsheet 
applications, and internet applications.  
 
WORK ENVIRONMENT 
 
The work environment involves everyday discomforts typical of offices, with occasional 
exposure to outside elements. Noise or physical surroundings may be distracting.  Incumbent 
may be required to work beyond normal business hours in response to emergency situations or 
to attend evening meetings.  
 
PHYSICAL, MOTOR, AND VISUAL SKILLS 
 
Physical Skills 
 
Minimal physical demands are required to perform most of the work.  The work principally 
involves sitting, with intermittent periods of stooping, walking, and standing.  May be required 
to lift objects such as files, boxes of papers, office supplies, and office equipment weighing up 
to 30 pounds.  
 
Motor Skills 
 
Duties are largely mental rather than physical, but the job may occasionally require minimal 
motor skills for activities such as moving objects, using office equipment, including but not 
limited to telephones, personal computers, handheld technology, and other office equipment.  
 
Visual Skills 
 
Visual demands require routinely reading documents for general understanding and analytical 
purposes.  
 


