JOB POSTING

The Johnson County Treasurer is seeking a self-motivated individual to work full-time. This individual is responsible for balancing, billing, collecting and recording/entering data for various taxes, assisting the public, judgements, tax sale properties, sheriff sale and all other duties as assigned.  Duties include answering telephones, assisting the public with tax related inquiries, processing payments received by mail and in person, conducting data searches on computer, and mailing/transmitting tax statements. 
Education Requirements:	General High School Diploma
Salary Range:			$48,000 to $49,000 + Benefits
Employment Requirements:	Working knowledge of standard bookkeeping principles and the ability to maintain and reconcile records accurately and prepare detailed reports as required.   Applicant must be able to balance ongoing tasks while effectively fielding customer questions and assisting with walk-in customers.
Status:	Full-Time
Work Schedule:	8:00 a.m. - 4:30 p.m. Monday through Friday
FLSA Status:	Non-Exempt
Applications and Resumes will be accepted until the position is filled.  Interested candidates should send Johnson County Employment Application and Resume to:
kimhamilton@JohnsonCounty.in.gov
or
                   Kim Hamilton, Johnson County Treasurer, 86 W. Court Street, Franklin, IN  46131










POSITION DESCRIPTION COUNTY OF JOHNSON, INDIANA



POSITION:	Deputy Treasurer
DEPARTMENT:	Treasurer
WORK SCHEDULE:	8:00 a.m. – 4:30 p.m., M-F
JOB CATEGORY:	COMOT (Computer, Office Machine Operation, Technician)

DATE WRITTEN: May 2018	STATUS: Full-time
DATE REVISED: April 2026	FLSA STATUS: Non-exempt

To perform this position successfully, an individual must be able to perform each essential function of the position satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability required. Johnson County provides reasonable accommodation to qualified employees and applicants with known disabilities who require accommodation to complete the application process or perform essential functions of the job, unless those accommodations would present an undue hardship.

Incumbent serves as Deputy Treasurer for Treasurer’s Office, responsible for balancing, billing, collecting, and recording various taxes, assisting the public, judgements and collections, tax sale properties, and sheriff’s sale.

DUTIES:
Research eligibility of properties certified for tax sale and verify information with Auditor Office.  Identify and correct posting errors.  Process and post payments to tax sale website and county’s database.  Monitor all incoming tax payments for certified funds status.

Creates demand listing of delinquent personal property tax for certification and filing at courthouse.  Posts payment from collection agent for judgements and interact with collection agent vendor to ensure accuracy.

Change lender codes as directed by mortgage companies to county’s database.

Assist Bookkeeper with requesting and receiving information from government entities for employee listings.  Research county’s database for government employee’s delinquent in property tax.  Notify employees and various payroll departments of garnishment order.  Monitor for compliance.

Research tax status and coordinates findings with Sheriff’s Office for properties eligible for monthly Sheriff’s Sale.
Process and post daily Lockbox files received from the bank. 
Answer phones and assist public visitors, including responding to inquiries, conducting data searches on computer and archived records providing information, and mailing/faxing statements and copies as needed.

Provide assistance to the public on how to use online tax database and online payment portal.

Process and post manually and via remote deposit capture machine property tax payments received by mail or in person.  Balance payments with county’s database.
Accept, verify, and process payments/receipts from other departments/offices.
Maintain and balance cash drawer to county’s database and make bank deposits as needed.

Research multiple county databases for unpaid tax before issuing Property Tax Clearance permits and Mobile Home permits.  Coordinate with Assessor’s Office all Mobile Home permits issued.

Cross-trained to provide backup to the Deputy Treasurer Bookkeeper.

Perform related duties as assigned.

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK:
High school diploma or GED.  Prior bank teller experience helpful.

Must be at least 18 years of age and pass background check.

Working knowledge of Indiana Code.

Working knowledge and ability to operate Microsoft Word and Microsoft Excel.

Working knowledge of Department and standard office procedures and ability to apply such knowledge to a variety of interrelated processes, tasks, and operations.

Working knowledge of basic bookkeeping principles and State Board of Accounts requirements.

Ability to operate standard office equipment, including computer, typewriter, calculator, fax machine, copier, scanner, label printer, bar code scanner, remote deposit capture machine, and telephone with speed and accuracy.

Ability to provide public access to, or maintain confidentiality of, department information and records according to State requirements.

Ability to comply with all employer and office policies and work rules, including, but not limited to, attendance, safety, drug-free workplace, and personal conduct.

Working knowledge of county’s databases, tax sale vendor database, online payment portal, online payment vendor database, and GIS systems.

Ability to compare or observe similarities and differences between data, people, or things.
Ability to compute/calculate taxes and assessments, count and make simple arithmetic calculations, including accurately receiving, receipting, and recording monies.
Ability to maintain accurate records and prepare various forms as required.
Ability to compile, collate, or classify data.
Ability to apply knowledge of people and locations.

Ability to analyze, evaluate, observe, diagnose, and investigate.

Ability to coordinate, place, make determinations, and take action based on data analysis.

Working knowledge of standard English grammar.  Ability to effectively communicate orally and in writing with co-workers, other County departments, bank personnel, and the public, including being sensitive to professional ethics, gender, cultural diversities, and disabilities and occasional encounters with irate/difficult persons.

Ability to work alone with minimum supervision, work with others in a team environment, and work on several tasks at the same time, often under time pressure.  Ability to complete assignments effectively amidst frequent distractions and interruptions.

Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in oral or written form.

 Ability to prepare detailed reports, such as financial statements.

 Ability to occasionally work extended hours, weekends, evenings, and travel out of town for training, conferences, and vendor meetings, but not overnight.

 Possession of a valid driver’s license and a demonstrated safety record.



II. RESPONSIBILITY:
Incumbent performs regular, recurring duties according to state codes and office policies and procedures with work priorities primarily determined by supervisor and service needs of the public. Work is primarily reviewed for compliance with legal requirements and office policy. Assignments are performed according to specific detailed instructions. Decisions are always determined by specific instructions, Indiana Code, or well-established policies and procedures. 
Errors in work are detected through supervisory review, notification from other sources, and standard bookkeeping principles. Work errors could result in loss of money, time to correct errors, and work delays in other departments/agencies.

III. PERSONAL WORK RELATIONSHIPS:
Incumbent maintains frequent contact with co-workers, other County departments, bank personnel, and the public for the purposes of giving and receiving information and rendering service.  Incumbent should adhere to acceptable business/government principles in matters of personal conduct and exhibit a high degree of personal integrity at all times.

Incumbent reports directly to Treasurer and/or Chief Deputy.


IV. PHYSICAL EFFORT AND WORK ENVIRONMENT:
Incumbent performs duties in a standard office environment, including sitting/walking at will, sitting for long periods, lifting/carrying objects weighing under 25 pounds, handling/grasping objects, bending/crouching/kneeling, keyboarding, speaking clearly, hearing sounds/communication, and close vision.

Incumbent occasionally works extended hours, weekends, evenings, and travels out of town for vendor meetings, but not overnight.

APPLICANT/EMPLOYEE ACKNOWLEDGMENT
The job description for the position of Deputy Treasurer for the Treasurer’s Office describes the duties and responsibilities for employment in this position. I acknowledge that I have received this job description, and understand that it is not a contract of employment. I am responsible for reading this job description and complying with all job duties, requirements and responsibilities contained herein, and any subsequent revisions.


Is there anything that would keep you from meeting the job duties and requirements as outlined? Yes	No	



Applicant/Employee Signature	Date



Print or Type Name

