C ass Code: E29

Cty of Anaheim Cl assification
Cl ass Specification COLLECTI ONS SUPERVI SOR
DEFI NI TI ON:

Under general supervision, to plan, organize, assign, supervise and participate fully in
the work of assigned Collections Specialists and to performthe nore difficult financial
record keeping and report preparation duties of the unit.

EXAMPLES CF DUTI ES

Supervi ses the work of Collections Specialists assigned to the office of the Gty
Treasurer.

Expl ai ns policies, procedures and objectives of the unit to staff by witten direction
and by oral commrunication

Schedul es, assigns and participates in the work of subordinates.

Devel ops standards of perfornmance for each position supervised

Conduct s performance eval uati ons.

Recommends di sci pl i ne of subordi nate enpl oyees.

| ndependent |y prepares various correspondence using judgenent and di scretion

Audits entries on cash registers, nonitoring entries on | edgers, |og sheets, paynent
cards and ot her docunents.

Devel ops work procedures and forns.

Assenbl es paynents, receipts and other docunents for transmittal to Treasurer's Ofice
and Accounting Division

Makes entries and audits conputer data to reconcile utility paynents, nunbers of
paynments and totals.

Rel eases warrants for data processing and nai ntains custody of signature plates

Ensures accurate processing of parking citations by renaining current on codes affecting
the process; advises staff of applicable changes.

Assists in the preparation of annual Collections D vision budget.

Trains staff in the use of the micro-encoder

Records utility and Building Division paynents in nonthly | edger and bal ance | edger
Perforns the work of subordinates, such as assisting custonmers at counter, receiving and
verifying paynents, posting and bal anci ng paynments, preparing bank deposits, recording
payrments for data processing and counting cash and check ampunts.

Conpiles a variety of statistics and reports.

Perforns other job-related duties as required

M N MUM REQUI REMENTS

Experience in: Perforning responsible cashiering and financial record keeping work.

Know edge of: Vehicle codes related to parking violations; business math; operating a
cal cul ator, cash register, mcro-encoder, tickoneter, typewiter, personal conputer and
ot her office equi pnent; accounting and banki ng term nol ogy; clerical accounting record
keepi ng met hods; financial auditing procedures; principles of supervision and training
budget principl es.

Ability to: Establish office procedures and record keeping systens; operate a
cal cul ator, electronic cash register and m croencoder quickly and accurately; maintain
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accurate accounting records; read, understand and apply nmoderately difficult materials;
pl an, schedul e, make work assignments, set priorities for, train, evaluate, select and
recomend di sci pline of subordinates; devel op and apply various operating procedures;
remain current on all applicable vehicle codes which affect the processing of parking
citations; operate a typewiter, CRT, and personal conputer and associated software
accurately; nmake change and count noney accurately; wite |egibly; comunicate
effectively both orally and in witing; establish and nmaintain effective rel ationships
with those contacted in the course of work.

Supervi si on Received: Wrks under adm nistrative direction of the Treasury Manager.
Wirk in progress and conpleted work is reviewed periodically.

Supervi si on Exerci sed: Mkes assignnments, sets priorities for, trains and reviews the
wor k of Collections Specialists and related clerical staff.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accomodate individuals with disabilities.
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