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EDUCATION 
JOB CLASSIFICATION: 

JOB TITLE: Tax Support Representative FLSA STATUS: Non-Exempt 

DEPARTMENT: Tax              REPORTS TO: Tax Director 
EDUCATION 

PURPOSE OF THE JOB: 

To provide customer service and assist members of the community by supporting the administration of tax 
collection functions and ensuring efficient operations within the Tax Department. 

MAIN DUTIES AND RESPONSIBILITIES: 

1. Assists Tax Director in all functions involved with the administration of the Tax Department and the
collection of real estate and tangible personal property, including but not limited to sending reminder
notices; and processing tax deed applications.

2. Assists customers, taxpayers, and staff by answering tax-related questions, explaining tax collection
processes, and responding to inquiries in person, by telephone, mail, or email.

3. Provides additional support as needed for the efficient operation of the Tax Collector’s Office, including
but not limited to processing mail, processing over the counter tax payments, and other routine and non-
routine tasks as may be assigned by the Tax Director.

4. Must be able to effectively communicate with citizens and taxpayers while responding to a variety of
complex tax questions.

5. Must be able to accurately handle cash transactions and balance daily receipts.

6. Participates in various user groups and webinars sponsored by tax collectors and vendors as assigned, to
keep abreast of any statutory or application changes.

7. Assists the Tax Collector’s Office in any necessary duties to achieve departmental goals.

EDUCATION 
NON-ESSENTIAL DUTIES AND RESPONSIBILITIES: 

1. Performs other duties as assigned.
EDUCATION

AUTHORITY/DECISION MAKING/DISCLOSURE: 

• Direct supervision of routine tasks is limited.  Performs duties under the director of the Tax Director and
within the policies and procedures adopted by the Tax Collector.

• Mistakes and errors in judgment are serious in nature, causing considerable loss of money, production
time, or adversely affecting customer relations.
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• This position involves regular access to information which, if improperly disclosed, could have adverse
internal effects or objectionable external consequences.

EDUCATION 
KNOWLEDGE, SKILLS AND ABILITIES: 

• Demonstrated knowledge of state laws and local laws and/or ordinances, including Department of
Revenue rules, guidance and procedures, related to tax collection.

• Strong computer skills with demonstrated ability to use Microsoft Windows, Microsoft Office, and other
business applications, and the ability to quickly learn new software as directed.

• Must be a self-starter with the ability to remain focused and productive while managing assigned duties
independently.

• Must be able to comprehend, speak, read and write in the English language.

• Must have demonstrated proficiency in grammar, spelling, business English, and mathematics.

• Must have demonstrated positive and effective oral and written communication skills, including
the ability to interact professionally with customers, coworkers, government agencies, and other
stakeholders.

• Ability to establish and maintain effective working relationships with internal and external
stakeholders.

• Ability to exercise sound judgment, analyze problems, and develop appropriate solutions.

• Strong organizational skills with the ability to manage multiple priorities, meet deadlines, and
maintain accuracy in a fast-paced environment.

• Detail-oriented with the ability to identify trends, discrepancies, and errors in data.

• Strong mathematical aptitude and analytical abilities.

• Must be able to type a minimum of 35 words per minute with five (5) or fewer errors.

EDUCATION 
EDUCATION: 

• High School diploma or equivalent required.

• Associate’s degree in related field preferred, but not necessary.
EDUCATION
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• While performing the essential functions of this job, the employee is frequently required to stand,
walk, sit; use hands to finger, handle, or feel; talk or hear, and lift and/or move up to 25 pounds

• Physical requirement is Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10
pounds of force frequently, and/or a negligible amount of force constantly to move objects

• Visual requirement equal to that for clerical administrative whose work deals largely with preparing and
analyzing data and figures; transcribing; viewing a computer terminal; extensive reading, etc.

• Valid Class “E” driver’s license.
EDUCATION

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THE POSITION: 

FLAGLER COUNTY TAX COLLECTOR IS AN EQUAL OPPORTUNITY EMPLOYER 
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