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          Lou Ann Wannemacher






Treasurer Clerk
Opening for a full-time (40 hours per week)

Job Description
 Under general direction, is responsible for all revenue received by the office (e.g. accuracy of transactions, accuracy of documentation, daily balancing of cash drawers, appropriate application of funds, etc); provides customer assistance to the public, answers telephone in courteous and professional manner; receives and records all tax payments and ensures the accuracy of completeness of payment documentation; prepares real estate taxes and mobile home taxes with accuracy; verifies and accurately balances money received against money due; collaborates with prosecutor’s office to process bankruptcies; prepares detailed reports, records, and other documentation in a timely manner in order to ensure proper collection of tax revenues; research files and payment records; resolves problems as required; issues refund checks.  

Qualifications
Applicant must be well-organized and highly motivated.  Must have computer experience and be able to use Excel and Word applications.  As well as the confidence to learn new programs. Applicant must be a high school graduate with work-related experience.  Pay to commensurate with knowledge and experience.

Benefits
OPERS Retirement, Health Insurance, Dental Insurance, Vision Insurance, and Life Insurance. Paid Holidays and office hours are 8:00 am – 4:30 pm.
  
Interested applicants must submit a resume to the Paulding County Treasurer, 115 N. Williams Street, PO Box 437, Paulding, OH 45879 by December 8, 2025.

Paulding County is an equal opportunity employer.
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