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PRIMARY FOCUS

To ensure the efficient, economical and effective operation of the Municipality’s Treasury operations in accordance with the legislative and organizational requirements.

	SCOPE

	Supervisory Accountability
Direct Reports:

· Tax & Billing Clerk
· Tax Treasury Administrator
Indirect Reports:

· N/A

Key Contacts
Internal: 

· All levels, up to and including CAO

· Council Members

External:

· Members of the Public

· Lawyers

· MPAC Representatives

· Municipal Planning Dept Staff

· External service providers

· External Consultants

· Ministry Representatives


	Budget & Asset Accountability
Material Resources:

· Protecting significant material resources by putting in place the controls and standards needed to safeguard these from serious misuse or damage.

Financial Resources:
· Managing financial resources associated with projects or other financial transactions; has signing authority for amounts in excess of $1,000,000 once Council has approved expenditure

Information Resources:
· Ensuring critical business information is accurate, readily available and secured to protect against unauthorized use or access.
Working Conditions

· Minimal direct exposure to disagreeable environmental elements.  Work is usually undertaken in an office environment in surroundings that are generally comfortable with little chance of exposure to injury or disagreeable elements.

· Regular sensory effort required to check data on a regular basis and regular use of fine motor skills for keyboarding .

· Frequent work pressure to meet deadlines with very limited control over work pace; regular interruptions or changes to work flow that are unpredictable, imposed and/or controlled by others.
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	CORE JOB REQUIREMENTS

	Educational requirements
Secondary: 

· High School Graduation

Post Secondary: 

· Community College Diploma or Certificate in Business Administration or related discipline

Professional accreditation/certification:

· CMA or CGA in absence of University degree

· Completion or enrollment in the following programs an asset:

· Municipal Clerks & Treasurers of Ontario Diploma 

· Municipal Tax Administration Diploma

· Municipal Accounting Diploma 

· Canadian Payroll Association Certification

· Employment Law and HR courses
· CMA or CGA
Related experience requirements
· Minimum of 5 years experience in an Municipal environment with at least 2 years in a Treasurer/Deputy Clerk role


	Technical skill requirements
· Excellent knowledge of the following:

· Tax and Treasury Principles

· Generally Accepted Accounting Principles

· Ministry of Municipal Affairs Procedures and Guidelines

· Municipal Resources

· Computer literate and fully proficient in:

· Microsoft Word

· Excel

· Powerpoint

· Tax software programs

· Municipal Accounting software

Interpersonal skill requirements
· Excellent written and verbal communication skills

· Detail oriented and analytical 

· Customer –service oriented

· Excellent organizational and prioritization skills

· Strong conflict resolution skills

· Strong judgment and problem solving skills

· Strong coaching and mentoring skills

· Collaborative, Team player

· Ability to work under pressure to meet deadlines

· Ability to multi-task

· Ability to interact with all levels both inside and outside the organization

· Ability to act with patience, diplomacy, discretion and confidentiality

· Positive, professional and enthusiastic demeanor
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JOB RESPONSIBILITIES

I. Managerial/Supervisory Responsibilities(10%) 

Through the provision of regular feedback in the form of departmental meetings, objective setting sessions, performance appraisals, coaching and counseling, discipline, training and the assignment of developmental projects:

i. directs the activities of all direct reports to ensure the timely achievement of departmental and organizational goals, within prescribed policies, procedures and standard business practices;

ii. provides regular motivation and mentoring to all staff to encourage on-going professional development for succession planning purposes;

iii. reviews performance objectives with each direct report on a regular basis to determine if objectives are being met, or if revisions to original objectives are needed

iv. participates in the hiring and/or termination of all direct reports, in accordance with prescribed policies, procedures and legislative requirements

II. Functional Responsibilities:

i. Tax & Treasury Administration (60%)

· Prepares and maintains the Municipality’s tax system on an annual basis for interim and final tax billings by calculating and setting the annual tax rates in accordance with the Levy by-law and budget requirements and recording on Excel spreadsheets; forwards to CAO for review and final approval in order to ensure the Municipality has sufficient funds to operate effectively.

· Processes supplementary tax bills for new buildings and reassessments for existing buildings on a quarterly basis by receiving reports from MPAC and accurately calculating taxes or rebates, recording the adjustment amount in the computer system, generating tax bill and mailing out to ratepayers; processes Assessment Review Board Decisions (ARBD) and Minutes of Reconsideration by receiving Notification of Appeal, calculating taxes or rebates in accordance with the ARBD and preparing and mailing a letter of notification for the ratepayer; initiates and processes all documentation in accordance with Section 357of the Municipal Act for all properties under a Demolition or Destroy Order, in order to ensure the ratepayer receives a tax notice reflecting any adjustment to the realty assessment in a timely manner.

· Prepares the registration of Tax Sales by reviewing ratepayers tax account report on a monthly basis and facilitating the preparation of letters advising all those with arrears of 3 (three) years that their property is eligible for Tax Sale; facilitates the registration of properties for Tax sale on an annual basis, including the preparation of Form 6 and the tender notices for publication in local newspapers in accordance with the requirements of the Municipal Act; prepares Tender Packages and distributes upon request; receives Tenders and selects and notifies successful bidder, in writing, based on Tender requirements; in conjunction with legal counsel, prepares property deeds, collects payment for property and invests in accordance with the Municipal Act; following the investment period, if monies from Tax Sale have not been claimed, complete application for return of proceeds of sale and deposit in Municipal bank account in order to reduce tax arrears and to meet provincial guidelines of a maximum 10% (ten percent) outstanding taxes.
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II. Functional Responsibilities (continued):

i. Tax & Treasury Administration (continued)

· In conjunction with Chief Administrative Officer, coordinates the preparation of the annual operating and capital budget by gathering and organizing the background material and staff reports from department heads and drafting the budget using prescribed formats; forwards to CAO for approval, receives revisions from CAO and makes any changes necessary for finalizing the budget in order to ensure that realistic and achievable budget parameters are defined and provided to Council for final approval on a timely basis.

· Facilitates the tracking of all budget expenses on a monthly basis through the Assistant to Treasurer/Deputy Clerk by reviewing and investigating any budget variances and preparing a report so that any variances can be explained to Council and remedied in a timely manner
· Coordinates all activities of the year end audit through the timely provision of all requested information to the Municipal Auditor and assists in the preparation of the consolidated financial statements and Financial Information Return of the Municipality in order to ensure all legislative reporting requirements are met in a timely manner.

ii. Administration (30%)

· Coordinates all activities of the bi-weekly, monthly and semi-annual payrolls by receiving, reviewing and approving all time sheets and entering all data accurately into computer system and downloading to external payroll provider within prescribed timelines; receives pay cheques and distributes on a timely basis in order to ensure that employees are paid on an accurate and timely basis.

· Ensures that the payroll is in compliance with all government regulations with respect to statutory requirements such as, but not limited to, Income Tax, CPP/QPP, EI, WSIB, EHT, Omers, Manulife Financial and Co-operators Insurance; submits all remittances to government and benefit agencies on a timely and accurate basis in order to ensure all legislative requirements are met.

· Liaises with payroll service providers regarding issues such as, but not limited to, employee additions and deletions, name and address changes, benefit premium changes in order to ensure payroll is processed accurately.

· Analyzes and reconciles all payroll costs in the general ledgers on a bi-weekly basis by balancing and summarizing payroll bank accounts in order to ensure accurate information for financial reporting purposes.
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II. Functional Responsibilities (continued):

ii. Administration (continued)

· Provides employees with benefits information and facilitates enrollment in benefit plans at the appropriate time; maintains confidential HR data base on all employee-related data for reporting purposes on such areas as, but not limited to, compensation, performance appraisal, vacation, and benefits in order to ensure that  accurate Human Resources data is available to authorized individuals on a timely basis.

· Maintains all related records and files in a confidential and organized manner in order to ensure that current information is readily available and accessible to authorized individuals.

· Performs all other related duties as assigned

APPROVALS

____________________________

___________________________

Chief Administrative Officer


Date

I acknowledge that I have read and understand the contents of this job description and agree to perform the responsibilities as described herein.


__________________________


_____________________________


Employee Signature



Date
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