
Tax Collector for the Town of Hinsdale  
 
Definition 
The Tax Collector (Collector) is responsible for the billing, collection of, and record keeping of real estate, 
personal property, excise taxes, water and sewer assessments, as well as the collection of all other tax, charges, 
fees, or donations to the town.  The successful Collector must also have a strong record of customer service and 
excellent communication skills. Must be able to work with confidential information with appropriate judgment, 
discretion, and professionalism. Breaches or errors could result in significant confusion and delay, loss of 
department services and have financial repercussions; exposure to certain legal liabilities 
 
Supervision 
Appointed by the Select Board, this staff member works under the direction of the Town Administrator.    
 
Experience 
Must have three to five years of relevant experience in banking, bookkeeping, or collections experience.  High 
school diploma or equivalent required; Associate’s degree and municipal experience preferred. 
 
Knowledge, Ability, and Skills 
Working knowledge of the principles and practices of bookkeeping, accounting, financial management, and 
customer service is necessary to be successful in this job. Experience and skill using Microsoft Office Suite and 
other data and spreadsheet systems and software applications. Ability to communicate effectively and 
efficiently verbally and in writing and to work efficiently under time constraints to meet deadlines. Ability to 
analyze and interpret financial data and to present findings. Ability to problem solve and work independently. 
Ability to be bonded if needed. Ability to develop a strong working knowledge of town operations, cycles, 
accounts, and processes within six months of hire. Excellent organizational, planning, management and 
analytical skills. Experience using Softright software is a plus. 
 
Essential Functions 
The essential functions are to be completed by Mass State Law and accepted best-practice standards.  Functions 
include but are not limited to those bulleted below, and any omission of specific statements of duties does not 
exclude them from the expectations of the position. 
 

• Understands and applies the principles and best practices of bookkeeping, accounting, financial 
management, and customer service to the Town's Tax Collection processes. 

• Prepares bank deposits and processes deposits at the local bank, and via electronic funds transfer 
systems. 

• Addresses questions verbally and in writing, troubleshooting problems, and working independently. 
• Receives, verifies and prepares documentation of departmental receipts. 
• Prepares the  warrant for the Town Accountant's approval.    
• Provides an answer to questions on RE and MV tax-related questions, and advises residents where and 

how to do the same. 
• Manages multiple tasks concurrently, sets and meets deadlines, and addresses problems and concerns as 

they arise. 
• Establishes and maintains productive working relationships with colleagues, residents, banking 

institutions, real estate professionals, legal counsel, vendors, contractors, and both elected and appointed 
officials. 

• Provides general clerical duties of typing, filing and correspondence and assists and supports other 
functions within the Town Hall as required. 

• Performs similar or related work as required. 
  



 
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. 
 
Background Check and Physical Exam 
The ability to pass a CORI background check, a physical exam and drug test, and have a valid driver’s license 
with a clear driving record 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. 
 
 


