
TALLADEGA COUNTY COMMISSION                    Deadline: April 24, 2019      

REVENUE DEPARTMENT                                           AN EQUAL OPPORTUNITY EMPLOYER                                  April 2019 
 

 
DEPARTMENT: Revenue  
POSITION:  Redemption Clerk 
GRADE:  Rev C 
FLSA Classification:  Non- Exempt 
 
OVERVIEW:  Under the supervision of the Deputy Revenue Commissioner, this position is responsible for the 
redemption of property sold for taxes.  When not doing redemptions, performs same duties as Revenue Clerk 
II. 

 
ESSENTIAL FUNCTIONS: 
Under the supervision of an assigned supervisor, performs the following duties:  

 Review of delinquent tax assessment accounts, investigation of various records to obtain correct 
addresses, and making a diligent effort to contact taxpayers by mail and phone 

 Preparation of publication notice of annual tax sale, attendance at tax sale and collection of bids, issuances 
of Certificates of Purchase, and printing and assembling of delinquent tax docket sheets 

 Processing of real estate land redemptions, including telephone and walk-in communications, calculating 
amounts due with interest and penalties, collection of sums due, deposits of monies, issuing Certificates of 
Redemption, analysis of monthly reports, monthly distribution of redemption funds, reconciliation of bank 
statements, issuing of Tax Deeds, and maintaining tax records relative thereto 

 Researches specific cases for county residents involving tax assessment, collection, and redemption 

 Prepares correspondence, lists and other documents on computer 

 Gathers, assembles, updates, distributes and/or files a variety of information, forms, records and data as 
requested 

 Receives cash for designated items, makes appropriate change to customers and reconciles cash drawer 

 Performs duties of Revenue Clerk (front desk) when not performing redemption duties. 

 Other duties as assigned from time to time 

 
MINIMUM QUALIFICATIONS: 
 High school diploma or GED  

 Two (2) years experience working in a County Revenue or Probate Office 

 Must be bondable. 
 

MINIMUM SKILLS AND ABILITIES: 
Must have the following: 

 Knowledge and experience of current practices and procedures of Revenue Clerk duties   

 Knowledge of modern office procedures, practices and equipment. 

 Skill, patience, and tact in working with the public in stressful situations, as well as tact and discretion 
when working with confidential taxpayer information 

 Knowledge of and skill in using computers and commonly used software programs 

 Knowledge of the function of services within the public sector 

 Ability to deal with a wide range of people, including situations in which individuals may be upset with 
county procedures and policies 

 Sufficient math skills necessary to perform basic calculations. 
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 Ability to understand and apply verbal and written instructions 

 Written and verbal communication skills: grammar, punctuation, and spelling. 

 Ability to locate property using tax maps, and descriptions in order to assist customers and communicate 
with city and county offices 

 Ability to accurately handle and account for large amounts of money - cash and checks. 

 Ability and willingness to quickly learn and put to use new skills and knowledge brought about by rapidly 
changing information and/or technology 

 
SUPERVISORY CONTROLS: 
 This position has no supervisory duties 

 This position receives supervision from the Revenue Commissioner or Deputy Revenue Commissioner 
which establishes objectives, priorities and deadlines 

 
WORK ENVIRONMENT: 
 This work is performed in a typical office environment with employee sitting at a desk for extended 

periods of time with intermittent standing and walking; bending; carrying of light items such as papers, 
books, etc.   

 
REQUIRED PHYSICAL ABILITIES: 
Must have the following physical abilities with or without reasonable accommodation: 

 Sufficient clarity of speech and hearing or other communication capabilities which permits the employee 
to communicate effectively 

 Sufficient vision or other powers of observation which permits the employee to review a wide variety of 
materials in electronic or hardcopy form 

 Sufficient manual dexterity which permits the employee to operate a computer, telephone, fax machine 
and related equipment 

 Sufficient personal mobility and physical reflexes which permits the employee to function within the 
general office environment. 

 Ability to sit at a desk with intermittent standing and walking 

 Be able to lift up to 15 pounds 
 

JOB DESCRIPTION ACKNOWLEDGEMENT 
I have received, reviewed and fully understand the job description for REDEMPTION CLERK. I further 
understand that I am responsible for the satisfactory execution of the essential functions described therein, 
under any and all conditions as described. I also understand that management has the right to assign or 
reassign duties and responsibilities to this job at any time. 

 
Employee Name______________________________________ Date_________________  
 
Employee Signature_________________________________________________________ 


