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Description automatically generated]TANGIPAHOA PARISH SHERIFF’S OFFICE
		GERALD D. STICKER, SHERIFF
	
Job Title: Property Tax Clerk II
Rank: Deputy
Division: Office of Administration
Department: Finance & Accounting
Unit: Property Tax
Reports To: Supervisor|Sergeant
Status: Full Time 80– Essential Employee
Effective: July 1, 2024
Revised: July 18, 2024 | Chief R. Matthews

 SUMMARY
The Property Tax Department collects occupational license taxes on businesses and ad valorem (property) taxes on real estate and movable property as assessed by the Tangipahoa Parish Tax Assessor. The collection of funds culminates in the distribution of all funds to the proper governmental agencies with levied tax. Additional legal actions resulting in delinquent taxes and redemption of property, as well as auditing to ensure compliance with state and local laws and ordinances.
ESSENTIAL JOB FUNCTIONS
Property Tax Clerk II performs a variety of administrative and fiduciary duties involving complex and detailed clerical and bookkeeping responsibilities within the Property Tax Department. Exercises sound judgement in a fast-paced environment ensuring meticulous collections and posting of payment while communicating in an effective and professional manner. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, however, are not limited to the following:

· Must be able to handle and coordinate multiple complex tasks at the same time with extended line of taxpayers awaiting service. 
· Proficiently operate various types of office equipment and software applications. 
· Collect, post, and reconcile payments. 
· Prepare and reconcile daily bank deposits.
· Maintain and balance cash drawer on a daily basis.
· Prepare routine financial reports and statistical data such as collections and distributions.
· Research and execute redemptions, change orders, and other duties ensuring compliance with Louisiana laws and internal policies.
· Maintain records, prepares tax liens, initial, delinquent and final bills.
· Preparing and send correspondence to taxpayers and other persons or entities.
· Ensure completeness and accuracy of records. 
· Communicate professionally and effectively with taxpayers, officials, and staff while maintaining confidentiality, tact, courtesy and integrity while under pressure and working as a team member.
· Assist with tax sale and ability to gain working knowledge of the provisions of Louisiana law and local ordinances that relate to the collection and disbursement of taxes, licenses and fees, tax sales and property redemption.  
· Must be able to work extended hours or weekends during peak tax season (mandatory extended hours in December and January) and as needed.
· Other duties as directed by the supervisor. 

Note: Tangipahoa Parish Sheriff’s Office provides equal employment opportunities to all employees and applicants for employment and prohibits discrimination and harassment of any type without regard to race, color, religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or expression, or any other characteristic protected by federal, state or local laws.

Additionally, the Tangipahoa Parish Sheriff’s Office is committed to providing equal employment opportunities to qualified individuals with disabilities. In compliance with the Americans with Disabilities Act (ADA), the agency will provide reasonable accommodations to enable qualified applicants and employees to perform the essential functions of the job, unless doing so would cause undue hardship. Employees who believe they may require an accommodation are encouraged to notify their supervisor.

QUALIFICATIONS: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. High school diploma or GED required and must be at least 18 years of age. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
PHYSICAL AND SENSORY DEMANDS
· Hearing: Must be sufficient (unaided or aided) to discern and distinguish spoken words and speech from background noise. Any amplification devices used must prevent further hearing loss while allowing performance of essential hearing tasks.
· Vision: Must be sufficient (unaided or aided) to perform essential sight tasks, including reading screens and written materials.
· Voice: Must be sufficient (unaided or aided) to perform essential speaking tasks and communicate clearly.
· Other Demands: Work involves varying levels of stress based on interactions with the public, peers, and emergency situations.
EDUCATION and/or EXPERIENCE: Four (4) years of collections, accounting or related experience and/or training.  Applicant must be highly proficient in Microsoft Excel, detailed oriented and ability to learn software in a fast paced, high-pressure environment.

SUPERVISORY DUTIES:  This position has no supervisory authority.

PHYSICAL DEMANDS: This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force frequently or constantly to move objects, and some light work requiring the exertion of up to 20 pounds of force occasionally, up to 10 pounds of force frequently, and a negligible amount of force constantly to move objects; work requires reaching, fingering, and repetitive motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at normal spoken word levels; visual acuity is required for preparing and analyzing written or computer data, operation of machines, and determining the accuracy and thoroughness of work; the worker is not subject to adverse environmental conditions.

WORK CONDITIONS: Work is performed in a relatively safe, and secure 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. The noise level in the work environment is usually moderate.

The Tangipahoa Parish Sheriff’s Office has the right to revise this job description at any time. This description does not represent in any way a contract of employment.
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