
York County 
Job Description 

 
 
Job Title:  Tax Claim Manager Revision Date:  05/16/2016 
     
Full time        Part time    Hours of Work:  8:00 to 4:30 
 
Hours per week:  40 Shift:  Day 
 
Department No: 07 Department Name: Assessment 
                         
Reports to (title only):  Director of Assessment 
 
To be completed by the Human Resources Department: 
   FLSA Status:      Exempt             Non-Exempt 
   Classification: 
   Grade Level: 
 
 
Please complete the following to ensure that the essential functions and requirements are accurate, clear 
and consistent with the needs of the position.   

                              
 
 POSITION SUMMARY 
Supervises Tax Claim Clerks and is responsible for the day-to-day duties of the Tax Claim Bureau. Reports 
to the Director of Assessment and Tax Claim. 
 
 
 
 
 
 

ESSENTIAL REQUIREMENTS 
 
 Bachelor’s Degree preferred, Associates Degree required and two (2) years experience with real 

estate or equivalent combination of experience and training. 
 Requires knowledge of Tax Claim Bureau and Property Assessment 

 Must have basic computer knowledge to include Microsoft Word and Excel. 
 Must possess highly effective communication and interpersonal skills while using tact and 

discretion. 
 Must possess ability to function independently, have flexibility and the ability to work effectively 

with clients, co-workers, agencies and others. 
 Must possess the ability to make independent decisions when circumstances warrant such action. 
 Must possess the ability to plan and coordinate. 
 Accurately process information and financials on tax claim parcels for York County. 
 Assists with the supervision and training of employees for the Tax Claim Bureau. 
 Efficient at multi-tasking through balancing and handling of inquiries for the department. 
 

 
 

 

 



 
Job Title:  Tax Claim Supervisor 

 
 

   

ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

 Supervises Clerks within the Tax Claim Bureau. 
 Responsible for hiring, training, disciplining and firing of Tax Claim staff according to County code. 
 Continuously assess internal systems and recommend changes that would allow for greater efficiency in 

daily and monthly processing. 
 Reviews and interprets documents such as PA legislation, Purdon’s PA Statutes and bankruptcy laws and 

accurately articulates the laws and rules to the general public and legal firms when servicing their needs. 
 Prepares posting notices for the Legal Journal and local newspapers. 
 Ensures the proper deeding process is completed after tax sales. 
 Coordinate the Upset and Judicial Sales of real estate properties as statutorily mandated – including 

advertising, notice of sale, postings, payments, refunds, deed preparation, appeals, file compilation, 
scanning and settling of accounts. 

 Maintain records of sold properties for future appeals and reference. 
 Meet all Tax Sale laws and requirements. 
 Responsible for daily balancing of delinquent tax collections. 
 Work with Tax Claim Solicitor in resolving appeal of sale proceedings. 
 Attend court on behalf of the Tax Claim Bureau, giving evidence to our procedures and process. 
 Knowledge of Assessment, Tax Claim, and Microsoft software applications. 
 Attend supervisory staff meetings. 
 Possess and maintain a working knowledge of the Real Estate Tax Sales Law, the Municipal Claims Act, 

the Assessment Law and other state statutes to ensure legal compliance. 
 Communicate with Tax Collectors and Treasurer’s office. 
 Maintain communication with the Taxing Authorities. 
 Attend Tax Collectors conferences to maintain good working relations and PR with the County and the Tax 

Collectors, ensuring efficient and productive communication between departments. 
 Ensures monthly remittance of taxes collected to the 72 municipal taxing authorities, 16 school district 

taxing authorities and the City of York. 
 Works with and directs vendors in the posting process. 
 Liaise with software vendors to implement changes to our system processes as the law changes. 
 Attend conferences, meetings, online forum sites to remain up to date on all legal aspects of Tax Claim and 

its legal procedures. 
 Assist taxpayers. 
 Multi-task the handling of inquiries for the department by answering telephone calls, assisting taxpayers, 

attorneys, mortgage companies and county representatives present in the office. 
 Run all reports for Tax Claim – daily, monthly, annual financial reports, plus sales and data file reports. 
 Monitor the distribution of funds from sales, ensuring the legal order of disbursement is followed. 
 Analyzes account activity and balances and acts accordingly. 
 Completes all routine accounting assignments. 
 Ensures that comprehensive accounting records are maintained in an organized manner and accessible to 

all. 
 Collect Clean and Green Rollback liens. 
 Provide tax lien certifications. 
 Responsible for all daily Tax Claim tasks. 
 Must have knowledge of all functions for all of the departments. 
 Assist staff with duties that need to be performed due to position vacancies. 
 Provide excellent customer service. 

 Other  duties as assigned by the Director. 
 

 



 
Job Title:  Tax Claim Supervisor 

 
 

   

Requirements are representative of minimum knowledge, skills, and abilities. To perform this job successfully, the 
incumbent will possess the ability or aptitude to perform each duty proficiently, and comply with County policies 
and procedures, as outlined in the County Employee Handbook. 

 
ESSENTIAL PHYSICAL AND MENTAL JOB REQUIREMENTS 

 
Please check those items that apply to the essential job functions of the job title listed above. Each category must be 
completed. 
 
1. Following Directions 

   Full Understanding of Both Written and Verbal Instructions Required 
 Understanding of Verbal Instructions Only Required 
 Understanding of Written Instructions Only Required 

 
2. Communication - English 

   Excellent Verbal Communication Skills Necessary 
 Basic Verbal Communication Skills Necessary 
 Limited or No Verbal Communication Skills Necessary 

 
3. Functional Reading - English 

   Fluent Reading 
 Recognition of Signs/Symbols 
 Simple Reading 
 No Reading Skills Required 

 
4. Hearing       

   Ability to Hear Required 
 Limited Hearing        
 Hearing Not Required        

           
5. Seeing  

   20/20 Vision with Corrective Eyewear  
 Limited Vision  
 Vision Not Required  

 
6. Functional Math 

   Complex Computational Skills (Accounting and Financial Skills) 
 Simple Computational Skills (Add, Subtract, Multiply, Divide, Percents) 
 Simple Counting Skills 
 No Mathematical Skills Needed 

 
7. Time 

   Must Tell Time to the Minute 
 Must Recognize Specific Times (Arrival, Departure, Breaks, Lunch) 

 
8. Orientation (Familiarity with Surroundings) 

   Several Blocks From Building 
 Building Only 
 Work Area              
 Room Only                

 
9. Mobility Skills  

 Mobility Within the Building 
 Mobility Within a Four-Block Radius 



 
Job Title:  Tax Claim Supervisor 

 
 

   

   Driving Required  
 
 
 
10. Sitting       

 75% - 100% 
   50% - 75% 
 25% - 50%      
 Less than 25%     

 
11. Standing 

 75% - 100% 
 50% - 75% 
   25% - 50% 
 Less than 25% 

 
12. Bending   

   Knees and Waist 
 Waist Only 
 Knees Only 
 No Bending Required 

 
13. Lifting  

 Greater than 30 lbs.           
   10 - 30 lbs. 
 Less than 10 lbs. 
 No Lifting Required 

 
14. Reaching 

 Greater than 6 Feet            
   2 - 6 Feet               
 Less than 2 Feet 
 Reaching Required 

 
 

These statements are intended to describe the nature and level of work being performed by people assigned to this 
position.  They are not intended to be an exhaustive list of all responsibilities and duties required of the job 
incumbents. 
 
 
 
 
 


