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                 65 North Main Street 

                           West Bridgewater, MA 02379 

                       Telephone (508) 894-1267 

                                  Fax (508) 894-1269 

 
June 2017 

 

 

POSITION TITLE:   TREASURER/COLLECTOR 
 

Department:    Treasurer/Collector 

Appointing Authority:  Board of Selectmen 

Reports to:    Town Administrator/Board of Selectmen 

Works under the direction of:  Town Administrator 

Salary:    DOQ 

Hours a week: Town Hall is open 40 hours M-F; evening meetings may be 

required 

Affiliation: Non-union 

 

Summary: 
 

Appointed by the Board of Selectmen, and under the day to day direction of the Town 

Administrator, the Treasurer/Collector manages all Town financial operations and is directly 

responsible for the coordination, administration, operation and management of the Town’s cash 

management systems, debt issuance disbursement of funds, and all monetary collection activities. 

Also responsible for the management of tax title accounts, management of payroll and 

employee/retiree benefits, investment and management of Town funds, and all other related works 

as required. The ideal candidate will have experience with Accela/KVS and CDS software 

systems. 

 

Current salary of the Treasurer/Collector is approximately $104,000; the Town will negotiate up 

to this amount depending on qualifications. Excellent benefits package, including paid vacations, 

paid sick time, health insurance, and enrollment into the County's retirement system. Town Hall is 

open 40 hours M-F. Vacancy due to retirement of existing employee after 23 years of service.  

 

Minimum Qualifications: 

 
Education and Experience: Bachelor’s Degree in Finance, Economics, Business Administration 

or related field; Masters in Business Administration preferred. Broad experience in municipal 

financial management is desired but the Town will consider a combination of education and 

experience (private sector or public) that enables performance of all aspects of the position. Strong 

computer background a plus. 

 

Certificates, Licenses: Certification as a Massachusetts Collector and/or Treasurer preferred but 

not required. Eligibility to become a certified Massachusetts Collector or Treasurer required. Must 

be bondable. 
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Knowledge, Ability, and Skills: Extensive knowledge of MGL Chapters 60, 44, 32B, and 

associative general laws relating to municipal taxes and charges; the ability to perform various 

accounting functions such as balancing, recording, and reporting over a broad range of accounts 

and funds. 

 

Must be able to deal in an effective and courteous manner with members of the general public on 

a daily basis. Ability to establish and maintain effective working relationships with department 

heads, staff, and elected or appointed officials. Skills in planning, management, organizations, 

supervision, and leadership are necessary. 

 

Essential Duties and Responsibilities: 
 

(The essential functions or duties listed below are intended only as illustrations of the various 

types 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.) 

 

Treasurer: General duties are for the receipt, recording, custody, management, and disbursement 

of all municipal funds; for the planning, issuance and management of all municipal short and long 

term indebtedness. Acts as a custodian of all town monies (including trust funds) and is 

responsible for establishment a system of internal controls that ensures all town monies are 

safeguarded and properly invested according to Massachusetts General Laws. 

 

Responsible for the management of all tax title accounts of the town, including the collection of 

monies, setting up payment plans, and working with legal counsel on foreclosures. 

 

Other duties include but are not limited to the issuance and payment of all municipal short-term 

and long-term debt, cooperate and work with bond counsel, rating agencies, and the MA 

Department of Revenue and the Internal Revenue Service in all borrowings authorized by town 

meeting. 

 

Oversees the payroll process and benefits coordination, including the input of salary and benefit 

information, the computation of payroll deductions and processing of related payments for health 

and life insurance, retirement, withholding taxes, deferred compensation, etc. the signing, 

distribution, stop payment and re-issuance of checks and direct deposits, the preparation of related 

town, agency, state and federal reports. Compiles and maintains all relevant records and reports 

and benefits administration. 

 

Acts as a member of the Town’s finance team participating in the research, compilation, and 

presentation of immediate and long-range plans, capital and operational budget development, 

trend forecasting, debt service plan development, and overall financial planning and 

recommendations. Chairs the Insurance Advisory Commission and is a member of the Town's 

Capital Budget Committee. 

 

Collector: General duties are for the collection, processing, record-keeping, and enforcement of 

all municipal taxes, user charges, and various other municipal charges. 
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Responsible for the collection of all real estate, personal property, motor vehicle excise, boat 

excise, roll back and conveyance taxes, Title V assessments, water fees, and all other accounts due 

to the municipality. 

 

Develops, implements, and monitors a system of internal controls to insure accurate record 

keeping of each individual accounts receivable record and on an annual basis conducts a tax 

taking for all outstanding real estate taxes. 

 

Files suit and represents the town in small claims court for the collection of unpaid personal 

property taxes, submits lists on a timely basis to Deputy Collector for collection of delinquent 

motor vehicle excise taxes and turns over all other delinquent receivables to a collection agency 

for collection.  

 

Responsible for the implementation and monitoring of all online credit card and ACH payments 

and ensure that all such payments are posted correctly to taxpayer accounts. 

 

Maintain a close working relationship with other department heads regarding the sending of tax 

bills, user charges, abatements, exemptions, and deferred taxes. Reconcile all deposits and 

receivables with town accountant on a monthly basis and maintain records for submission to 

auditors for annual examination. 

 

Supervisory Responsibilities: Directly supervises three (3) or more employees in the 

Treasurer/Collector’s Office. Responsibilities include interviewing, selecting, and training of 

employees; planning, assigning and directing work; establishing goals, and objectives for the 

department, providing leadership and effective communication to plan, manage, organize and 

supervise employees for the accomplishment of department objectives and town-wide goals; 

appraising performance, rewarding and disciplining employees; addressing complaints and 

resolving problems, and providing training, daily direction and counseling to staff as required. 

 

Job Environment:  
 

Most work will be performed under typical office conditions with minimal exposure to risk or 

injury, requiring little physical exertion beyond the lifting or normal office equipment and books, 

files and paper.  Work requires use of word processing and computer equipment for most of 

normal workday. May be required to attend evening meetings as directed. 

 

Must be able to operate computer equipment and standard office equipment such as copiers, 

calculators, fax machines.   

 

Attention to detail is a requisite because errors in job performance could result in delay and 

confusion, have monetary and/or legal repercussions and cause adverse public relations. 

 

The essential functions or duties listed herein are intended only as illustrations of the various types 

of work that may be performed at the direction of the chairman.  The omission of specific 

statements or duties does not exclude them from the position if the work is similar, related or a 

logical assignment to the position. 
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Physical Demands: The physical demands described here 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 occasionally required to stand, 

walk, sit, use hands to finger, handle, or feel; reach with hands and arms; and talk or hear. The 

employee must occasionally life and/or move up to 25 pounds. Specific vision abilities required 

by this job include close vision, distance vision, color vision, peripheral vision, depth perception, 

and ability to adjust focus. 

 

The Town of West Bridgewater is a smoke and drug free employer and requires a physical 

with drug screen and CORI, post offer. EOE/AA/Employer 

 
This job description does not constitute an employment agreement between the employer and employee, and is subject 

to change by the employer, as the needs of the employer and requirements of the job change. 

 


