
Town of Winthrop
Job Description 

Interim Town Treasurer/
Collector 

Deadline: August 5, 2021

Job Title:  Interim Town Treasurer/Collector 
Department:  Finance 
Reports To: Town Manager, CFO and other designated personnel as 
required 
Union Status: None  
   

TOWN TREASURER/COLLECTOR 

Position Purpose: 
The purpose of this position is to provide professional, operational, and administrative duties 
associated with the Treasurer’s Office.  The Treasurer serves as custodian of the assets of the 
Town with specific focus as custodian of general fund cash, stabilization funds, trust funds, 
enterprise funds and investments; performs all other related work as required.  The Treasurer 
is responsible for maintaining and improving upon the efficiency and effectiveness of all areas 
under his/her direction and control. 

Supervision: 
Supervision Scope:  Performs complex and highly responsible duties requiring a high level 
of initiative and independent judgment in the planning, administration and execution of the 
department's programs and services, and in the direction of personnel. 

Supervision Received:  Works under the supervision of the Town Manager and the 
direction of the Chief Financial Officer and in accordance with applicable Massachusetts 
General Laws, town policies, town bylaws and relevant state, federal, and local regulations 
and standards with considerable latitude for independent judgment and action.    

Supervision Given: Supervises the Assistant Treasurer.  Provides daily direction and 
assigning tasks, prepares employee performance evaluations and counsels staff consistent 
with town policies. 

Job Environment: 
Work is performed under typical office conditions; work environment has a moderate noise 
level.  

Makes frequent contacts with town departments, boards/commissions, state governmental 
agencies, banks, financial advisors, vendors and software support personnel; makes 



infrequent direct contact with the public.  Methods of communication are in person, by 
telephone, email, and via standard reports. 

Has access to a wide variety of department-related and town-wide confidential information 
such as bid proposals, collective bargaining, legal issues, personnel records and financial 
records of the town. 

Essential Functions: 

Serves as the Town’s Cash Manager; responsible for the receipt and disbursement of all 
federal, state, and departmental revenues. Monitors cash levels in treasury; prepares cash flow 
projections on regular basis. 

Responsible for the maintenance and reconciliation of all monthly revenues and bank 
accounts.  

Serves as the custodian of all municipal funds including trust funds; responsible for the deposit 
and investment of all funds. 

Maintains tax title accounts and tax title assets; responsible for the collection and posting 
of all tax title payments; manages tax title foreclosures; manages the disposition of tax 
title possessions. 

Supervises the billing and collection of all real estate, personal property, solid waste and 
recycling, water/sewer, and motor vehicle excise taxes as well as all revenues due 
including betterments, liens, license fees, user's fees, permits, etc.; oversees the issuance of 
demands for delinquent accounts and processes tax title property; supervises the issuance of 
municipal lien certificates and all tax title administration.  

Answers inquiries from property owners, members of the legal, banking, and real estate 
community, and other interested parties regarding any matter related to the Collection Department; 
prepares all reports as required. 
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Responsible for maintaining debt management model and the debt amortization schedules.

Establish and maintains a relationship with bond rating agencies; maintains the bond rating for 
the Town. 

Manages the processing and delivery of all accounts payable checks. 

Provides support to town departments and outside agencies. 

Performs similar or related work as required, directed or as situation dictates. 

Recommended Minimum Qualifications: 

Education, Training and Experience: 
Bachelor’s degree in accounting or business administration or related field; and three to 
five years of progressively responsible related experience in professional, municipal or 
banking accounting including supervisory experience; or any equivalent combination of 
education and experience. 

Special Requirements; 
Ability to be bonded, certification or ability to be certified as a Municipal Treasurer, and 
Municipal Tax Collector.

Knowledge, Ability and Skill: 
Knowledge: Thorough knowledge of modern municipal accounting and of applicable 
provisions of the Massachusetts General Laws.  Thorough knowledge of computer 
applications for accounting and financial management. 

Ability: Ability to analyze and interpret financial data and to present findings clearly 
in written and oral form. Ability to maintain effective working relationships with 
town officials, departments, boards/committees, governmental representatives, and the 
public. Ability to communicate effectively in written and oral form.  Ability to multi-task 
and plan work to meet deadlines.  

Skill:  Skill in computers and appropriate software applications.  Aptitude for numbers and 
details.  Excellent organizational, planning, and analytical skills.  

Physical Requirements: 
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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 frequently required to work at a 
desk; regularly convey information to employees and the public; regularly move about 
inside the office to access file cabinets and office machinery. The employee must 
occasionally lift and/or move objects weighing up to 10 pounds, such as supplies, folders, 
and books. Ability to operate a keyboard and calculator at efficient speed and to view 
computer screens and spreadsheets for extended periods of time.   

Qualified individuals should send application/resume with cover letter to the Human Resources 
Director, Stacy Calla– Town Hall, Winthrop, MA  02152 by August 5, 2021 5PM: Deadline ~. 
Applicants may also send application/resume with cover letter via email to 
smcalla@town.winthrop.ma.us 
EOE/AA/504 Employer 




