POSITION DESCRIPTION
JOHNSON COUNTY GOVERNMENT

POSITION: Deputy Auditor — Claims & Tax Sale Specialist
DEPARTMENT: Auditor

WORK SCHEDULE: 8:00 a.m. -4:30 p.m., M-F

JOB CATEGORY: COMOT (Computer, Office Machine Operation, Technician)
DATE WRITTEN:  April 1998 STATUS: Full-Time

DATE REVISED: March 2025 FLSA STATUS: Non-exempt

Job Summary:

The Claims and Tax Sale Specialist plays a crucial role in processing claims, utilities, and credit
card transactions from various County departments while ensuring accurate data entry and
compliance with financial regulations. This position involves complex responsibilities requiring
high attention to detail, coordination with multiple departments, and collaboration with external
vendors. The Administrator is also responsible for monitoring and detecting potential fraudulent
activities within the claims and tax sale processes, ensuring all transactions are legitimate and in
compliance with applicable laws. Additionally, the Coordinator assists in managing the County’s
tax sale process, providing essential services to the public, and ensuring that tax-related
deductions are handled accurately. This role directly impacts County financial operations and
can affect the overall county budget and tax revenue collection.

Key Responsibilities:

e Claims Processing and Financial Coordination:

o Process claims, utilities, and credit card transactions from County departments, including
verifying costs, invoices, calculations, vendor information, and account numbers.
Address discrepancies and resolve issues with departments and vendors.

o Maintain accurate records of all claims and financial transactions to ensure compliance
with Generally Accepted Accounting Principles (GAAP) and county policies.

o Print and file approved claims, ensuring the correct claim and check numbers are
recorded and filed appropriately.

o Coordinate with various departments to ensure timely processing of claims, working
closely with the Treasurer’s office, and vendors to resolve any financial discrepancies.

o Issue and process manual checks, void checks, and coordinate with other units to manage
any issues related to the payment process.

e Tax Sale and Surplus Management:

o Take the lead role in coordinating and organizing the County tax sale, which can have
significant financial implications for the County. This includes assisting the public with
guestions, managing property tax sale documentation, and preparing claims for tax sale
surplus and redemptions.
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o Maintain records for the County Commissioners’ tax lien certificate sale, ensuring
compliance with state laws and county regulations.

o Ensure accurate and timely processing of unclaimed tax sale surplus funds, coordinating
with the Treasurer’s office to track and distribute surplus funds as needed.

e Tax Deductions and Public Assistance:

o Assist the public with tax forms and deductions, including Homestead, Disabled
Veterans, Over 65, Blind or Disabled, Solar or Geothermal, and Heritage Barn
deductions.

o Research and investigate missed or ineligible deductions, working with vendors and the
public to address discrepancies, and ensuring compliance with state regulations and
County policies.

o Coordinate efforts to identify ineligible Homestead deductions, working with external
vendors to collect and rectify ineligible claims.

e Clerical and Administrative Support:

o Perform a variety of clerical duties, including typing, copying, mailing, filing, and
maintaining/updating computer files, processing incoming and outgoing mail, and
ensuring all records are properly stored and easy to retrieve.

o Provide administrative support to other department personnel as needed, including
transcribing minutes from the Commissioners’ meetings.

o Maintenance of online banking and internal controls, ensuring that financial transactions
are accurate and appropriately documented.

e Communication and Coordination:

o Serve as a point of contact for the public, answering questions, providing assistance with
forms, and directing inquiries to the appropriate department or office.

o Communicate regularly with the Treasurer’s office, Auditor’s office, and other internal
departments, ensuring that all financial processes are aligned and compliant with County
regulations and policies.

o Regularly liaise with vendors to ensure that claims are processed and resolved promptly
and accurately.

e Additional Responsibilities:

o Perform related duties as assigned, including assisting other departments and personnel

with clerical and financial tasks as necessary.

Why this Role is Critical:

This position requires a high level of attention to detail and the ability to handle complex financial
transactions, ensuring compliance with GAAP standards and County policies. The role involves
significant interaction with multiple departments, including the Treasurer’s Office, Auditor’s Office,
Assessor’s Office, and vendors, requiring strong communication and coordination skills.

The Claims and Tax Sale Coordinator is responsible for tasks that can have a broad financial impact on
the County. Incorrect processing of claims, tax sale records, or deductions could affect county-wide
revenue collection and tax assessments. Given the large volume of financial transactions and the level of
scrutiny required by auditing bodies (SBOA, DLGF), the Coordinator must be able to handle high-stakes
issues that affect the financial integrity of the entire county.

This position requires regular collaboration with internal departments, including the Treasurer’s Office,
Assessor’s Office, and SRI services. The Claims and Tax Sale Administrator must also work closely
with external vendors to resolve any discrepancies related to claims and deductions. Additionally, the role
interacts with the State Board of Accounts (SBOA) and Department of Local Government Finance
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(DLGF) to ensure that all financial processes and tax transactions meet state standards and regulatory
compliance.

Given the high-level responsibilities and potential impact of errors, the Claims and Tax Sale
Administrator is entrusted with significant authority to make decisions that can affect the financial
stability of the County. The position requires a strong understanding of local, state, and federal tax
policies, as well as the ability to manage complex and time-sensitive tasks.

JOB REQUIREMENTS AND DIFFICULTY OF WORK:
High school diploma or GED.

Must be at least 18 years of age with at least 5 years of experience.
Working knowledge of Indiana Legal Codes.

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

Working knowledge of Standard English grammar, and ability to type with speed and accuracy and
properly operate a variety of standard office equipment, including computer, typewriter, department
software and Internet, calculator, fax machine, copier, scanner, label writer, and telephone.

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

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

Ability to perform arithmetic calculations, maintain accurate records, and prepare various forms as
required.

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

Ability to work rapidly for long periods, work on several tasks at the same time, and complete
assignments effectively amidst frequent distractions and interruptions.

Ability to work alone and with others in a team environment.

Ability to compare or observe similarities and differences between data, people or things and apply
knowledge of people and locations. Ability to compile, collate, or classify data. Ability to analyze,
evaluate, observe, investigate, coordinate, place, make determinations, and take action based on data
analysis.

Ability to effectively communicate orally and in writing with co-workers, other County departments,
federal government offices, and the public, including being sensitive to professional ethics, gender,
cultural diversities and disabilities.

RESPONSIBILITY:
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Incumbent performs standard, recurring duties according to a flexible, customary routine with priorities
determined by supervisor and service needs of the public. Incumbent follows standard operating
procedures or policy and procedural manuals. Work is primarily reviewed for technical accuracy. Errors
in incumbent’s work are usually prevented through procedural manuals. Undetected errors may result in
loss of time for correction, and/or loss of money to the department.

PERSONAL WORK RELATIONSHIPS:

Incumbent maintains frequent contact with co-workers, other County departments, Federal government
offices and the public for the purpose of giving and receiving information. Incumbent reports directly to
Auditor and/or First Deputy.

PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in a standard office environment, involving sitting and walking at will, sitting
for long periods, lifting/carrying objects weighing up to 50 pounds, crouching/kneeling/bending/reaching,
pushing/pulling objects, hearing sounds/communication, keyboarding, handling/grasping/fingering
objects, speaking clearly, color/depth perception, and close/far vision.

APPLICANT/EMPLOYEE ACKNOWLEDGEMENT

The job description for the position of Deputy Auditor for the Auditor describes the duties and
responsibilities for employment in this position. | acknowledge that | have received this job description,
and understand that 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/Type Name
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