Logan-Hocking Local School District

Job Description

Treasurer’s Assistant

Budgetary Accounting, Federal Programs and Payroll Specialist (Backup)

QUALIFICATIONS:

1. An associate degree in accounting/business is preferred, but a high school education or training with experience in accounting/data processing will be considered.

2. A minimum of two (2) years experience in accounting using State of Ohio Department of Education software.  Other automated accounting/data processing experience will be considered.

3. Experience in using electronic spreadsheets and word processing on personal computers.

4. Skilled in operating general office equipment.

5. To be self motivated with an attention to detail and the ability to work with confidential information.

6. A customer service attitude with an ability to handle people in difficult situations.

7. The ability to work cooperatively with others and take instruction.

8. Such alternatives to the above qualifications as the Board and Treasurer may find appropriate and acceptable.

REPORTS TO:
Treasurer or Treasurer’s designee

JOB GOALS:
To contribute to the effective business operation of the School District through effective and efficient accounting processing.

To accurately answer questions and handle staff inquiries as to accounting related questions.

To promote an ethical workplace.

TIME SCHEDULE:
7 ½ Hours per Day – 12 Month Position

PERFORMANCE RESPONSIBILITIES:
1. Special Revenue Funds Maintenance and Oversight

· Set up budgets in the system

· Monitoring and liaison to administration

· Prepare appropriation and expenditure modifications as needed

· Prepare cash requests and final expenditure reports

· Monthly reporting to administrators of available balances, etc.

2. Special Budget Development and Monitoring

· i.e. supplies, professional development, etc.

3. Compile/Assist with appropriations development and responsible for monthly monitoring – Prepare related resolutions
4. Compile/Assist with Certificate of Estimated Resources (i.e. monthly monitoring of estimated revenue)
5. Payroll Specialist Backup
· Understand payroll processes
· On a regular basis, work with Payroll Specialist in order to maintain knowledge of system and related requirements
6. Serve as technology lead for the Treasurer’s Office

7. Special reports/projects as required

8. Perform other necessary functions as assigned by the Treasurer
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