JOB ANNOUNCEMENT

DATE: June 17, 2021
JOB TITLE: Full-time Tax & Tag Specialist
DEPARTMENT:  Worth County Tax Commissioner

JOB SUMMARY: Performs customer service functions in person and via telephone. Receives and
processes monies in payment of property, mobile home and timber taxes, solid waste fees and all fines
and penalties, along with all other departmental duties. Prepares/processes various supporting
documents regarding motor vehicle and property. Processes title work. Issues/validates over 100 classes
of tags, issues duplicate registrations, transfers, prestige tags and handicap placards. Maintains inventory
of tags and decals. Reviews legal documents associated with motor vehicle and property records.
Processes bulk mail from mortgage companies along with daily mail. Maintain, research and follow up
on issues and problem accounts. Ability to work in multiple computer systems. Ability to keep up with
current legislation and retain information. Ability to work under stress and high volume. Performs other
related duties as required.

MINIMUM QUALIFICATIONS:

¢ Must have at least 3 years’ experience in public relations
Must have at least 2 years’ experience in basic accounting.
Must be a high school graduate or equivalent
Must possess and maintain a valid Georgia Driver’s License.
Must have reliable transportation.
Must be able to multitask.
Must be able to maintain high level of security.
Must have computer experience and knowledge in Microsoft
Excel and Word
¢ Must pass a drug test, physical and background check.
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Applications can be downloaded off the Worth County Tax Commissioner’s website:
www.worthcountytax.com and click on “Employment” Tab to download.

Please provide a resume and work references with applications. All applications must be turned it at the
Worth County Tax Commissioners Office, M-F 8:00am — 4:30pm. Applications will only be accepted
through Wednesday, June 30, 2021.



http://www.worthcountyboc.com/employment/

