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Town of Hinsdale 
 
 
 
Position   Treasurer/Collector 
Type  Exempt, Salaried, Benefit-eligible 
Hours:   Approximately 25/week  
 
Definition 
The Treasurer/Collector is responsible for the leadership, direction, and practices used and management of all financial 
operations of the Town.  These include but are not limited to the billing and collection of property taxes, motor vehicle 
excise tax, and all other fees for services in the Town of Hinsdale.  The Treasurer also oversees the disbursement of 
funds (accounts payable, payroll, etc.), and short-term cash management. 
 
The position involves a high degree of interaction with all levels of management, external vendors, outside 
professionals, community partners, residents, visitors, and employees.  Contacts are in-person, by phone, or in writing 
and may involve town-related confidential information, bid documents, time-sensitive, and legal matters. Errors could 
result in lower standards of service, monetary loss, have legal repercussions and negatively impact taxes. 
 
Supervision 
Appointed by the Select Board, this staff member works under the Direction of the Town Administrator. 
 
Education and Experience 
Duties require a Bachelor’s Degree in Accounting or relevant discipline such as business administration, math, finance, 
and have five or more years of responsible experience in municipal finance or comparable setting. Must be certified, or 
working toward certification, by the Massachusetts Municipal Treasurer’s and Collector’s Association, and must be 
bondable by Massachusetts State standards as Collector and as Treasurer. 
 
Knowledge, Ability, and Skills 
The Treasurer/Collector must be skilled in financial management, be able to set clear goals and objectives and meet 
those goals.  They will oversee both simple and complex business matters, analyze problems and challenges, and 
develop action plans that help the Select Board realize their intentions.   
 
Must have the ability to plan, organize, and manage a variety of financial operations.  Be capable of listening and 
communicating effectively both verbally and in writing.  Establish positive public relations for the Town, department, 
and division; and to interact efficiently with a wide variety of people.Extensive knowledge of accounting, billing and 
collection systems, procedures and related report generation. Knowledge of municipal laws and regulations related to 
accounting, billing and collection activities.  
  
Essential Functions 

• Administer the distribution and collection of property taxes, motor vehicle excise tax, and all other fees. 
• Administer the progression of public collection activities, including demand billing, warranting, tax titles, and 

liens, and development and monitoring payment plans. 
• Manage the preparation and disbursement of Town payments for purchases, services, payroll, payroll taxes, 

employee benefits. 
• Respond to resident’s questions and complaints regarding billing issues, and help resolve and educate 

individuals on Town policy and practices as you fix complex or challenging customer service issues and 
problems. 
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• Oversee the preparation of various financial and accounting reports related to revenues and collections. Manage 
payroll, accounts payable disbursements, etc., and their reconciliation with the Town Accountant, Town 
departments, elected, selected, and volunteer Board and Committee Chairs, and all banking records. 

• Oversee the Town’s cash management program. Monitor cash levels, prepare cash flow projections for long- 
and short-term borrowing. Pay interest on maturing debt and produce all papers for bond issues. Provide 
information to rating service for Town bond ratings and sign bonds, notes and other documents of credit for the 
Town. 

• Invests Town funds and maintain custody of securities for trust funds. Collect and account for income 
investments in fund portfolios and escrow accounts. 

• Supervise staff and participate in their selection, evaluation, and discipline by department, Town, and State 
policies and procedures. Provide training, daily direction and counseling to staff as required. 

• Develop, implement, monitor and update procedures and practices; work with Information Technology provider 
to resolve issues related to State and Town-wide computer and software systems. 

• Coordinate operations with other Town departments and divisions. 
• Develop budget request for submission to the Town Administrator and Select Board; responsible for controlling 

expenses within approved levels. 
• Oversee the water and sewer collection processes in conjunction with the Water and Sewer Superintendent. 
• Perform related duties as required. 

 
Supervisory Responsibility 
Supervise the Assistant Collector. 
 
Physical Requirements 
The physical demands described here are representative of those that must be met by an employee to perform the 
essential functions of this job successfully. Reasonable accommodations may be made to enable individuals with 
disabilities to perform this work.  The employee is regularly required to walk, stand, sit, talk, and hear; uses hands to 
finger, handle, feel or operate objects or controls, and reach with hands and arms as in picking up the paper, files, and 
other familiar office objects. An employee may occasionally lift and move objects weighing up to 40 pounds. Vision and 
hearing at or correctable to normal ranges. 
 
Environment 
Work is performed under typical office conditions, with frequent interruptions, and a moderate noise level.  Regularly 
operates a computer, telephone, copier, fax machine and other standard office equipment. The incumbent has contact 
with the general public, department heads, attorneys, banks and mortgage companies. Contacts are in person, in 
writing, and by telephone and via standard reports. 
 
State and Town requirements of municipal employees 
The ability to pass state mandated certifications, exams, and a CORI background check, as well as Hinsdale’s required 
physical exam, drug testing (upon request throughout tenure), hold a valid driver’s license with a clear record, and any 
additional requirements at the time of appointment and annual reappointment Is required.   
 
The Town of Hinsdale This 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. 
 
 


