
 

 Approved by TAB December 18, 2013  City Treasurer, Page 1 of 3 

 

City Treasurer 

 

FLSA: Administrative exemption 

  

Summary:  An incumbent in this position is responsible for the duties prescribed upon township treasurers by the laws 

of the State of Michigan and shall be responsible for the prudent investment and safekeeping of the City in 

accordance with the investment policy adopted by the City Council.   

 

Supervision 

 

Supervision Received: Works independently under the general supervision of Finance Director. 

 

Supervision Given: Supervision is exercised over all professional, technical, clerical, volunteer and other personnel 

assigned to the Treasurer’s Office. 

 

 

Job Environment 

 

 The environment in City Hall is one of a typical business office environment, with electro-mechanical 

computer- and telecommunications-related equipment; exposure to noise from shredders, printers, copiers, 

telephones, and other computer-related equipment.   

 Operates PC-based computer system and other office equipment. 

 Has regular, daily contact with personnel and offices throughout the City Hall in answering questions and 

solving problems. 

 Has access to public information files in the computer systems. 

 Errors could result in the damage to or loss of information or money resulting in significant financial or legal 

consequences to the City. 

 

 

Essential Functions 

 

The essential functions or duties listed below are intended only as illustrations of the various types of work that may be 

performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, 

related, or a logical assignment of the position: 

 

 Manages the City's cash flow to maximize interest earnings and to reduce costs. 

 Oversees assets of trust funds and the collection and deposit of income. 

 Approves and makes the daily bank deposit. 

 Insures that cash receipts are processed daily and credited to the appropriate general ledger accounts. 

 Authorizes voids of cash receipts processed in error. 

 Signs checks. 

 Establishes, maintains, and enforces divisional policies. 

 Oversees the collection of funds received in payment of taxes, special assessments, licenses, and other 

revenue. 

 Oversees the preparation, distribution and the collection of tax rolls and bills. 

 Supervises the collection of personal property tax and follow-up delinquencies through seizures and sales as 

required. 

 Ensures compliance with federal, state and local laws and regulations in the carrying out of all divisional 

programs and functions. 

 Participates in the preparation of application for the city bond issues and sales. 

 Selects, develops, and supervises staff engaged in treasurer functions. 

 Manages the answering of inquiries concerning the payment of taxes, special assessments, and other 

treasurer functions. 
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 Evaluates the need for procurement of short-term borrowing, monitor operating expenditures and 

overseeing divisional record-keeping functions. 

 Educates the community on divisional programs and develop and maintain cooperative working relations 

with banks and outside agencies. 

 Prepares necessary correspondence, records, reports, and promotional materials. 

 

Typical Assignments  

 

Administration  

•Supervises treasurer office personnel as assigned. 

• Prepares financial reports, correspondence and records. 

•Collects and disburses property taxes as required by law. 

 

Communication  

•Advises management of investments and loans for short and long rage financial goals. 

•Answers inquiries concerning the payment of taxes and special assessments. 

 

Analysis 

•Analyzes financial records to forecast future financial position and budget requirements. 

•Evaluates need for procurement of funds and investment of surplus. 

 

Public Relations      

•Establishes and maintains working relationships with City stakeholders and outside agencies. 

 

 

Recommended Minimal Qualifications 

 

Education, Training, and Experience:  Bachelor’s degree in accounting, business administration, finance, or public 

administration and at least five years experience in accounting, budgeting, or finance, of which at least two years shall 

have been in the public sector. 

 
An employee in this classification must possess upon hire and maintain a valid Michigan Operators license. 
 

Knowledge, Ability, and Skill: 

 

Knowledge: 

 Thorough knowledge of modern accounting principles, information technology, bookkeeping statistical and 

assessing procedures. 

 Considerable knowledge of federal, state and local laws, ordinances and regulations governing the 

treasurer’s functions, especially the General Property Tax, Trailer Coach Parks, Investment of Surplus Funds, 

and Electronic Transactions of Public Funds acts. 

 Considerable knowledge of the organization and functions of municipal finance. 

 Considerable knowledge of supervisory and administrative practices and collective bargaining environment. 

 

 

Ability: 

 Ability to understand, speak, and write in the English language. 

 Ability to prepare and analyze complex financial reports and data. 

 Ability to apply common sense understanding to carry out instructions furnished in written, oral and diagram 

form. 

 Ability to deal with problems involving several concrete variables in standardized situations. 

 Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and 

procedure manuals. 
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 Ability to write routine reports and correspondence. 

 Ability to speak effectively before groups of customers or employees of organization. 

 Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, 

area, circumference, and volume. 

 Ability to apply concepts of basic algebra and geometry. 

 Ability to plan, coordinate and supervise the work of a large number of subordinates engaged in a variety of 

treasurer functions. 

 Ability to effectively present information relating to divisional activities. 

 Ability to establish and maintain effective working relationship with City Council, department heads, 

employees, outside governments, banks and the general public. 

 

Skills: 

 Strong finance and managerial skills. 

 Computer skills that encompass effective use of word processing, spreadsheet, email, and Internet browser 

software.  

 Working knowledge of BS & A tax software. 

 

 

Physical Requirements 

 

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. 

 

Minimal physical effort required to perform work under typical office conditions.  While performing the duties of this 

job, the employee is regularly required to sit and stand; must regularly lift and or move items up to ten pounds; be 

able to clearly hear constituents when they speak in person or on the telephone.  Specific vision abilities required by 

this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust 

focus. 

 

This job description does not constitute an employment agreement between the employer and the employee and is 

subject to change by the employer as the needs of the employer and requirements of the job change. 


