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Chief Deputy Auditor  

 
 

Department Auditor/Treasurer 
Classification   Grade 15 
Reports to County Auditor/Treasurer  
Unit                   Non-Union  
Supervises 3 –Deputy Auditor/Treasurer 
FLSA Status      Exempt 
 
Position Description   
Responsible for tax preparation and collection for the county and for coordinating the tax 
collection and distribution for other taxing entities within the county. Manages a variety of 
customer service, accounting, bookkeeping and administrative duties to support the functions 
of the Auditor/Treasurer department in licensing, property tax and elections. 
 
Essential Duties and Responsibilities  

• Provide direction and support to Deputy Auditors in the license center, overseeing 
administrative tasks and general customer service. 

• Administer the processing of state-issued driver’s licenses and identification cards, as well 
as the issuance of various Hubbard County licenses, including marriage, alcohol, tobacco, 
fireworks, and notary. 

• Manage property taxation for real and personal property in the county, including calculating 
tax rates, estimated taxes, collecting payments, and distributing funds to the correct 
districts, handling special assessments, processing property tax abatements, managing 
escrow, and addressing public inquiries.   

• Manage tax programs, including Payment in Lieu of Taxes (PILT), Severed Mineral Rights, 
Solar Production tax, and delinquent property tax collections, monitoring past-due taxes, 
and Confessions of Judgment. 

• Manage the tax preparation and calculation within the Tyler system. 

• Prepare and deliver estimated and final tax statements to all county property owners and 
state and local governments. 

• Coordinate and oversee the property tax collection and reconciliation process. 

• Administer tax forfeiture proceedings, including notifying landowners, sheriff’s offices, and 
newspapers. 

• Oversee management of property tax refunds. 

• Administer various components of the election process, including in-person absentee 
voting, absentee and mail-in ballots procedures, materials and forms, and the maintenance 
of the Statewide Voter Registration System. Oversee election equipment testing and 
maintenance, train election judges, support ballot programming, and supervisor election 
night returns and reporting. 
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Qualifications and Knowledge, Skills and Abilities 
Minimum qualifications 

• Bachelor’s degree in Accounting, Finance, Business Administration or related field and 3 
years work experience of similar nature and scope of responsibility; 
Or an equivalent combination of education and/or work experience. 

• Property Tax Calculation Certification from the MN Department of Revenue. 

• Elections Administration Certification. 

• Valid driver’s license. 

• U.S. citizen (Minnesota Statutes 201.014, 203B.121, 204B.19).  

• Successful completion of criminal background check. 

• Successfully pass a pre-placement screen, contingent upon a job offer. 

• Completion of State Licensing (MNDRIVE) fraud training within 6 months. 
 
Knowledge, Skills and Abilities 
Knowledge: Tax policies and systems.  Adhere to all laws, statutes, policies and rules with the 
essential level of confidentiality and safety required of the position. 
Skills: Proficient in using automated systems relevant to the position.  Communicate effectively 
both orally and in writing with all stakeholders relevant to the position.  Detail-oriented with 
strong organizational skills, accuracy, and problem solving. Mathematical computations. 
Abilities: Establish and maintain effective working relationships.  Follow established procedures 
and directives from supervisors. Prioritize work in a timely manner in a multifaceted 
environment. 
 
Preferred Qualifications 

• Work experience using Tyler Tax systems. 

• Supervisory work experience. 
 
Physical Requirements 
To view the Functional Job Analysis, click here. 
 
Note (Management Right) 
The above position description is intended to represent only the key areas of responsibilities; 
specific position assignments will vary depending on the business needs of the department.  
Regular attendance on the job and the performance of other duties as assigned are required.  
The County retains the discretion to add or change the contents of this position description at 
any time. 
 
Revision date 08/18/2025 
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