
REVENUE COLLECTIONS CLERK 

TAX DEPARTMENT 
 

SUMMARY:  

 

Under general supervision, performs a variety of standardized clerical and public contact work 

associated with the collection of County revenues.  Work involves collecting monies over the 

counter and through the mail, computing penalty charges, computing partial tax payments, 

answering inquiries and entering data into a computer.  Employee is responsible for considerable 

data entry work in recording tax payments and other data in computerized files.  Employee must 

exercise considerable tact and courtesy in frequent contact with taxpayers and the general public.  

Reports to the Revenue Collections Supervisor. 

 

ESSENTIAL JOB FUNCTIONS include the following.  Other duties may be assigned. 

 

Collects County and City property tax including real property, personal property and vehicle tax 

both current and delinquent payments over the counter and through the mail, provides receipts, 

records payment received and enters appropriate data into computer; processes pre-payments, 

charge-offs, discoveries, etc., providing taxpayer or attorneys with receipts and MAV 2 receipts; 

balances cash drawer. 

 

Processes and sends garnishment and bank attachment notices to taxpayers’ employers; 

researches records to locate taxpayers’ current employers; maintains files of garnishments and 

attachments. 

 

Processes and files bankruptcy and estate claims. 

 

Assists taxpayers with inquires regarding tax/vehicle payments, responding to questions or 

referring taxpayer to appropriate officials; calculates payment plans for delinquent taxpayers; 

assists attorneys, mortgage holders and others in determining back or current taxes due. 

 

Posts releases, issues Privilege Licenses, and issues mobile home moving permits. 

 

Generates daily reports of revenues collections. 

 

Generates file for tax services upon request. 

 

Do backup every day. 

 

QUALIFICATION REQUIREMENTS:   

 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 

ability required.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 



EDUCATION and/or EXPERIENCE: 

 

High school diploma or general education degree (GED). 

 

LANGUAGE SKILLS: 

 

Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability 

to write simple correspondence.  Ability to effectively present information in one-on-one and 

small group situations to customers, clients, and other employees of the organization. 

 

MATHEMATICAL SKILLS: 

 

Ability to calculate figures and amounts such as discounts, interest, percentages.  Ability to apply 

concepts of basic algebra and geometry. 

 

REASONING ABILITY: 

 

Ability to apply commonsense understanding to carry out instructions furnished in written, oral, 

or diagram form.  Ability to deal with problems involving several concrete variables in 

standardized situations. 

 

CERTIFICATES, LICENSES, REGISTRATIONS: 

 

None required. 

 

PHYSICAL DEMANDS:   

 

The physical demands described her are representative of those that must be met by an employee 

to successfully perform the essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to sit; use hands to 

finger, handle, or feel objects; and talk or hear.  The employee is occasionally required to stand 

and reach with hands and arms. 

 

The employee must occasionally lift and/or move up to 10 pounds.  Specific vision abilities 

required by this job include close vision, peripheral vision, depth perception, and the ability to 

adjust focus. 

 


