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Position Title: Deputy Tax Administrator Name:
Employment Status: Part-time Dept./Div.: Tax Department
FLSA Status: Non-exempt Reports To: Tax Administrator

Pay Status: Ordinance

QUALIFICATIONS: Any combination of training and work experience which indicates the possession of the knowledge,
skills and abilities listed below. An example of acceptable qualifications:

Completion of secondary education with coursework and/or experience which indicates a thorough
knowledge of accounting, taxation, and/or clerical duties.

LICENSURE OR CERTIFICATION REQUIREMENTS:

Must possess a valid Ohio driver’s license.

ESSENTIAL FUNCTIONS OF THE POSITION: For purposes of 42 USC 12101.

1. Performs assisting the Tax Administrator in a variety of different task which include but are not
limited to data input for local income tax return, accounting duties, bank deposits, assisting with
tax reconciliation, and a large amount of other clerical related duties such as filing and
organization. Performs some auditing of the Village of Woodville local income tax returns,
reviewing tax documents such as but not limited to Federal, State, and other related
documentation for preparation of the local income tax return. Sorts documents and operates
basic office equipment. Proficient in the software package Microsoft Office Word and Excel.

2. Provides income tax documents to the public; greets and assist persons entering Village offices
when needed.

3. Performs clerical duties; handles matters of a confidential or sensitive nature.

4. Deposits tax payments at local bank institution. Performs tax payment reconciliation
spreadsheets, and organize into files.

OTHER DUTIES AND RESPONSIBILITIES:

1. Provides back-up assistance to the Tax Administrator with other duties when needed.
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MINIMUM ACCEPTABLE CHARACTERISTICS: (* indicates developed afier employment}

Knowledge of: local income tax preparation and accounting skills. Organizational skills, office
equipment operation; public relations; records preparation and management; inventory control;
resource management.

Skill in: computer operation; data processing techniques and procedures; word processing; typing;
spreadsheet application.

Ability to: Take direction from Tax Administrator, be willing to use proper research methods to gather
data; prepare accurate tax documentation; effectively communicate; handle sensitive inquiries from and
contacts with officials and general public; prepare routine correspondence; answer routine telephone
inquiries; maintain records according to established procedures; recognize errors and make corrections;
complete routine forms; perform basic addition and subtraction.

EQUIPMENT OPERATED:

Fax, telephone, copy machine, calculator, computer, printer, postage machine and other standard office
equipment.

This position description in no manner states or implies that these are the only duties and
responsibilities to be performed by the position incumbent. My signature below signifies that I have
reviewed and understand the contents of my position description.

(Approval of Appointing Authority) (Date)
(Employee Signature) (Date)
Date Adopted:

Date Revised: {1/2/2007 PDWVLPW 00039469 DOC}



