


BROOKS COUNTY
JOB DESCRIPTION

Position Title: Property Tax Deputy/Clerk Department: Tax Assessor’s Office

Reports to: Terri A. Silvas, Chief Deputy Tax Assessor
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¢ Assistsin approving shortffempayments-arrangements within office guidelines.
Reviews delinquent accounts and contacts appropriate party(s) for payment.

¢ Close out tax collection drawer when work is complete, run daily report, run
check tapes to turn over to cashier for balancing of tax drawer.

» Mails out statements to consumers such as receipts and balances due following
posting of mail receipts or as requested by the taxpayer over the phone, fax, or

email.



o Training of new employees

e Preparing, processing, inputting mortgage companies and their information for
the new tax year

o Assists other department in the Tax Office as necessary

o Modifies property tax records according to ARB standards by adding/deleting
necessary exemptions, etc.
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concerning the Texas Propert'yﬂfTax Code*»*"*“
« Ability to effectively present information in one-on-one and small group
situations to customers, clients, and other employees of the tax office,

Preferred:

. Experience working with property tax matters as well as a working knowledge
of applicable laws and regulations.



« Public sector experience.

» Bilingual

» Data entry efficiency at a minimum of 40 wpm.
« Cash handling experience

Other Requirements: Regular attendance is essential. Incumbent must arrive at work
on time, prepared to perform assigned=duties and work assigned schedule.
Incumbent must have thes ‘blhtyat@vwe)rkﬁwell Wlth others. Incumbent must be able

Safety Recommendations/Requirénietits=

e The employee must be knowledgeable about and follow the Brooks County
Employee Policy and Procedures Manual.

» Must sign Brooks County Policy and Procedures Manual Acknowledgment
once manual is received and read.




Drug/Alcohol Policy

The Brooks County Drug/Alcohol Policy applies to this position. Pre-employment
drug/alcohol test is required.
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