
MISSAUKEE COUNTY 
 

Title:  Deputy Treasurer      Department:  Treasurer  

 

Purpose: 

The Deputy Treasurer works under the authority, guidelines and supervision of the County Treasurer. The 

Deputy Treasurer is delegated authority and responsibility by the County Treasurer to assist the Treasurer 

to fulfill her/his statutory duties, pursuant to MCL 48.40. Performs a wide assortment of treasurer duties 

under the direction of the County Treasurer or Chief Deputy Treasurer. 
 

Responsibilities/Essential Job Functions:  

An employee in this position may be called upon to do any or all of the following essential functions. 

These examples do not include all of the duties, which the employee may be expected to perform. To 

perform this job successfully, an individual must be able to perform each essential function satisfactorily. 
 

1. Assist in preparing and maintaining bookkeeping and accounting records in accordance 

with County standards and GAAP. 

 

2. Receipt and track township disbursements of current taxes and other payments, 

departmental monies and make daily deposits. 

 

3. Review transfer of ownership documents, verify property descriptions and update 

delinquent tax computer system with changes in ownership. 

4. Assist in posting tax records.  Prepare tax histories and related tax records, record 

redemptions and conveyances of back taxes recovered through tax sales and forfeiture. 

5. Answer inquiries over the phone or at the counter, involving tax collection, tax receipts, 

property descriptions, deeds and/or other property/tax related documents. 

6. Assemble information and prepare detailed records and reports as requested and able to 

operate all office equipment as needed. 

 7. Perform related work as required. 

EMPLOYMENT QUALIFICATIONS: 

The requirements listed below are representative of the knowledge, skills, abilities and minimum 

qualifications necessary to perform the essential functions of the position.  

 

1. Absolute loyalty to the elected Treasurer is required. 

2. Ability to carry out work-related philosophies, best interests and policies of the elected Treasurer. 

3. Minimum of at least two years in an accounting/banking office environment is preferred. 

4. Accounting degree, while not required, is highly desirable. 

5. Ability to communicate effectively, both verbally and in writing. 

6. Ability to maintain office confidentiality and tactfully handle potentially stressful situations. 

7. Ability to maintain professional integrity and respect for colleagues, co-workers and the public. 

8. Ability to utilize specialized software packages such as Adobe Acrobat, BS & A, Excel, Word, 

Lexus, Outlook Express or comparable software programs. 

9. Employee is expected to possess and maintain a record of orderly, law-abiding citizenship, 

sobriety and integrity as it pertains to and reflects upon his/her employment with the County. 

 



10. Employee must be physically and mentally able to perform the essential duties of their position 

without excessive absences. 

11. Employee must be able to pass a physical examination and drug testing. 

 

An employee in this position may be called upon to do any or all of the above tasks.  (These examples do 

not include all of the tasks that the employee may be expected to perform.) 

 

PHYSICAL REQUIREMENTS: 
This job requires the ability to perform the essential functions contained in this description. These 

include, but are not limited to, the following requirements: 

1. Ability to use office equipment such as telephone, fax machine, calculator, and computer 

software, including word processing, database and electronic mail/Internet/world wide web. 

2. Ability to access all offices within the County courthouse.  

3. Prolonged sitting and standing while in the office.  

4. Ability to carry files and tax records (approximately 50 lbs.) to storage areas.  
Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill one or more 

of these requirements. 

 

WORKING CONDITIONS:  

1. Works in County courthouse office.  

2. Daily contact with the public. 

3. May be requested to attend out of town conferences or evening meetings. 

 

FAIR LABOR STANDARDS ACT STATUS:   

Non-Exempt (hourly) 

Missaukee County is an Equal Employment Opportunity Employer 

REVISION HISTORY:   

April 2018 

September 2022 


