
     
 
 
 

 
TOWN OF TOLLAND 

POSITION VACANCY 
 

PART-TIME ACCOUNT CLERK I – TAX COLLECTOR  
 
 

The Town of Tolland is currently seeking applications from individuals for the 24 hour per 
week part-time position of Account Clerk I.  Starting salary $19.65/hr. with no benefits.  
The position performs technical collection and clerical administrative work in the billing, 
collecting and crediting of taxes. Work involves responsibility for receiving payments of 
taxes and other revenue, issuing receipts and making deposits.  Duties include processing 
mail, cashiering, counting and verifying money and keeping a variety of records.  Also 
included is assistance in preparing delinquent and current tax notices including calculations 
of interest.  Minimum Requirements:  High School Diploma and two years of experience or 
a combination of educational and office experience which provides a demonstrated ability 
to perform the duties of the position.  Ability to use a computer and perform calculations, 
maintain records and perform general clerical/bookkeeping type of skills.  Application and 
job description can be obtained at www.tolland.org under Help Center.  All applications are 
due by October 17, 2016 at 4:00 p.m. to 21 Tolland Green, Tolland, CT 06084, attention 
Mike Wilkinson. AA/EOE 
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