
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
 

Per forms c le r ica l  work of  a  spec ia l ized  na ture  in  the  p repara t ion of  tax de l inquency no t ices  and  

in  the  d isposi t ion of  p roper t ies  acqui red  by the  munic ipa l i ty through tax de l inquency 

proceed ings;  invo lving the  ident i f ica t ion of  the  owners  o f  tax de l inquent  parce ls ,  the  

p repara t ion of  de l inquency no t ices ,  and  the  p repara t ion and  maintenance  of  records  on the  

p roper t ies  acqui red  though de l inquency proceed ings .   The  work i s  per formed under  gener a l  

supervis ion wi th  leeway a l lowed  for  the  exerc ise  o f  independent  judgment  in  the  app l ica t ion of  

p rescr ibed  rules ,  regula t ions ,  and  procedure  to  rout ine  cases .   Supervis ion may occasional ly be  

exerc ised  over  the  work of  o ther  c le r ica l  personnel .  

 

 

 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative Only)  
 

P repares ,  ca lcula tes  and  processes  tax payments  and  tax de l inquency no t ices ;  

P rocesses ,  so r ts ,  indexes ,  records ,  and  f i les  a  var ie ty o f  cont ro l  records  on tax de l inquent  

parce ls  and  parce ls  ob ta ined  by the  munic ipa l i ty through de l inquency proceed ings;  

Compi les  the  records  necessary fo r  the  auc t ion of  tax de l inquent  p roper t ies ;  

Researches  and  prepares  Cayuga  County T reasurer 's  ten -year  tax searches;  

Opera tes  desk ca lcula tor ,  computer  and  o ther  o ff ice  machines  as  neces sary;  

Uses  a  da ta -ent ry keyboard  or  micro -computer  to  enter  and  re t r ieve  da ta  f rom computer  f i les ;  

Acts  as  cashier ;  a t  cus tomer  counter ,  de termining fees ,  taking cash payments ,  and  record ing tax 

payments ;  

May prepare  da i ly bank deposi t s  and  ba lance  da i ly s preadsheets  to  money taken in  s ince  the  

p revious  deposi t ;  

May ass is t  wi th  ba lanc ing tax payment  spreadsheets  a t  the  end  of  the  month;  

Answers  te lephone ,  p repares  cor respondence ,  serves  publ ic ,  and  d isseminates  informat ion on 

rout ine  depar tmenta l  opera t ions  and  po l ic ies  re la t ive  to  tax co l lec t ion;  

May rece ive ,  ver i fy and  rece ip t  depar tmenta l  fees ;  

Balances  T rust  Accounts  re la ted  to  tax de l inquencies ;  

Per forms re la ted  work as  necessary fo r  the  e ff ic ient  adminis t ra t ion of  cur rent  and  de l inquent  tax 

f i les .   
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FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
 

Good  knowledge  of  the  rules ,  regula t ions ,  and  procedures  re la t ing to  tax de l inquency searches  

and  sa les ;  

Working knowledge  of  the  Real  P roper ty Tax Law;  

Good knowledge  of  o ff i ce  te rminology,  p rocedures ,  and  equipment ;  

Good  knowledge  of  business  a r i thmet ic  and  Engl ish;  

Abi l i ty to  fo l low ora l  and  wr i t ten ins t ruc t ions;  

Abi l i ty to  make  ora l  repor ts ;  

Abi l i ty to  wr i te  legib ly;   

Cler ica l  Apt i tude ;  

Working knowledge  of  computer  te rmino logy and  ab i l i ty to  learn sof tware  p rograms;  

Abi l i ty to  o rganize  work;  

Abi l i ty to  ge t  a long wel l  wi th  o thers .  

 

 

MINIMUM QUALIFICATIONS:  

 
(A)  Graduat ion from a  regional ly accred i ted  or  New York Sta te  Regis te red  two -year  co l lege  or  

univers i ty wi th  an Associa te 's  Degree  in  business  adminis t ra t ion,  pub l ic  adminis t ra t ion,  

account ing,  o r  c lose ly re la ted  f ie ld  and  two years  o f  c le r ica l  exper ience  mainta ining 

f inancia l  accounts  and /or  rea l  p roper ty records;  OR  

 

 

(B)  Graduat ion from High School  o r  possess ion of  a  hi gh school  equiva lency d ip loma and  four  

years  o f  c le r ica l  exper ience  mainta ining f inancia l  accounts  and /or  rea l  p roper ty records;  OR 

 

 

(C)  An equiva lent  combinat ion of  t ra ining and  exper ience  as  def ined  by the  l imi ts  o f  (A)  and  (B)  

above .  

 

 


