
JOB TITLE:                                 PART-TIME TAX ASSOCIATE 

DEPARTMENT:                         TAX COLLECTION 

 

POSITION SUMMARY 

Assists the Tax Administrator in all aspects of the Tax Administrator’s duties related to the collection of 

taxes and the maintenance of all records to ensure proper accounting of funds. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 

1. Maintain the real estate/per capita tax database including address changes, escrow changes and 

ownership transfers. 

2. Process real estate and per capita tax payments. 

3. Solicit, process, and follow up on tenant lists from landlords. 

4. Process per capita tax billing additions and exonerations. 

5. Assist with real estate billing additions, exonerations, and refunds. 

6. Prepare and mail letters to taxpayers as necessary related to such things as upcoming due dates, 

payment status, and payment plans. 

7. Research returned mail, correct records as necessary and resend. 

8. Maintain digital filing of real estate and per capita tax payment records and real estate 

assessment change orders received from the Allegheny County Office of Property Assessments. 

9. Answer telephone inquiries and greet/help customers at front counter regarding taxes and 

other general Town business. 

10. Assist Tax Administrator as needed with billing and collection of Business Privilege Tax. 

11. All other duties as assigned.  

 

QUALIFICATIONS 

 Education and Experience 

Experience in an office environment including Microsoft Office software and email. Basic 

proficiency using Microsoft Excel for data collection and analysis including creating and 

manipulating spreadsheets with multiple tabs and formulas required. Experience in local or 

county tax collection preferred.  

Necessary Knowledge, Skills, and Abilities 

1. Ability to maintain files and records with strong attention to detail. 

2. Skill in operating the equipment listed below. 

3. Ability to communicate in an effective and tactful manner, orally and in writing, with 

employees and the public. 

4. Ability to conduct research regarding taxpayer accounts. 



 

 

SPECIAL REQUIREMENTS 

None. 

EQUIPMENT USED 

Personal computer, including word processing, spreadsheet and data base software, mainframe 

computer, calculator, printer, telephone, photocopier/scanner, facsimile machine. 

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. 

Work is performed mostly in office settings. Hand-eye coordination is necessary to operate computers 

and various pieces of office equipment. 

While performing the duties of this job, the employee is occasionally required to stand; walk; use hands 

to finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms. The 

employee is occasionally required to sit, stoop, kneel, or crouch, and talk or hear. 

The employee must occasionally lift and/or move up to twenty-five pounds. 

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral 

vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 

encounters while performing 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 occasionally works in outside weather conditions. 

The employee occasionally works near moving mechanical parts. 

The noise level in the work environment is usually quiet to moderate. 

SELECTION GUIDELINES 

Formal application, rating of education and experience, oral interview and reference check, background 

check, and physical and job-related tests may be required. 

The duties listed above 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.  



The 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. 


