ACCESS Council
Employee Position Description & Responsibilities


Position Title:
Treasurer
Category:  
Certified, FLSA Exempt
Contract:
Initial three-year contract; contract terms and conditions as approved by the ACCESS Governing Board and ACCESS policy.
Compensation:  
Salary, insurance coverage and fringe benefits as established by the ACCESS Board of Directors.
Qualifications:

The following qualifications are considered as guidelines:

· Valid State of Ohio Treasurer’s license

· A baccalaureate degree from a regionally accredited college or university program, with an advanced degree in a business discipline strongly preferred.
· Strong financial management experience, including an exceptional knowledge of state fiscal software and state fiscal procedures

· Skills and abilities to write and speak effectively in both small and large group settings.
· Board approved Treasurer’s bond
· Alternatives to the above as approved by the ACCESS Governing Board.
Reports to:

Executive Director
Supervises:
Assistant Treasurer(s)
Job Goal:  
The Treasurer has the responsibility of Chief Fiscal Officer of ACCESS. This includes the receipt, accounting, investment and disbursement of all public funds as required by law and in accordance with Board regulations and policies.  The Treasurer also is responsible for managing the fiscal services staff and overseeing all fiscal services support provided to customers, including help desk tickets, roundtables, trainings, end-of-year meetings, and documentation.  
PERFORMANCE RESPONSIBILITIES:

1. Be accountable to the governing board for the receipt, safekeeping, and distribution of all funds. Establish controls and maintain an accounting system to provide a detailed record of all financial transactions.
2. Maintain a complete and systematic set of financial records. Ensure the safe retention of records for the maximum period specified by board policy and state law.
3. Recommend administrative or procedural modifications that will enhance financial integrity, cost-efficiency, and program effectiveness.
4. Be responsible for the accuracy of all fiscal related data processing, accounting activities, revenue projections, and financial reports.
5. Prepare a monthly accounting of ACCESS funds (e.g., receipts, expenditures, appropriations, balances, liabilities, etc.).
6. Evaluate and recommend methods to improve the communication of financial information to the public, board members, administrators, local school districts, etc.
7. Serve as the custodian of public records and periodically evaluate, request state permission, and discard archived records following the records retention and disposal schedule adopted by the governing board. 
8. Work with the Executive Director to issue invoices and assist in the collection and processing of accounts receivable. Deposit all funds in financial institutions designated by the governing board. Posts all ACH deposits into accounting system. Manage and actively monitor investments. Follow board approved procedures to achieve the most favorable financial return on district investments. Ensure the safekeeping of all investments and securities.
9. Assist the Executive Director and the Board with budget development and long range planning activities.
10. Collect all pertinent fiscal data and work with the Executive Director to prepare the annual appropriations measure. Recommend appropriation modifications and transfers when appropriate.
11. Plan and manage cash flow.
12. Authorize purchase orders, receive invoices, and process payments. Sign checks. Certify the availability of all funds as required by the Ohio Revised Code.
13. Coordinate fiscal and accounting matters for all local, state, and Federally funded projects.
14. Prepare periodic budget/account updates for ACCESS administrators. Certify expenditures and current balances.
15. Recruit, interview, and perform background/reference investigations of Treasurer’s office job applicants. Make hiring recommendations to the governing board.

16. Oversee the preparation of all authorized employee contracts.
17. Oversee the preparation of payrolls and authorized deductions. Maintain all payroll related records. Prepare severance pay calculations. Certify reports for local, state, and Federal agencies.
18. Administer and oversee employees benefit programs (e.g., medical/dental/life insurance, COBRA, etc.) and the processing of employee insurance premiums.

19. Prepare and maintain applicable files and reports for unemployment and workers’ compensation programs.
20. Maintain an appropriate filing system to document all governing board activities. Make official governing board minutes available for public inspection during regular business hours.
21. Administer the fleet and property insurance programs. Prepare reports and maintain applicable files, correspondence, etc.
22. Administer financial portions of ratified contracts.
23. Seek legal opinions regarding the Treasurer’s responsibilities when needed.
24. Maintain records for audits in accurate and presentable form (e.g., minutes, accounting and payroll records, inventories, etc.).
25. Electronically file all ACCESS-wide forms and reports.

26. Participate as an active member of the ACCESS management team.

27. Work with other Fiscal Support Liaisons to provide support to school district treasurers and fiscal staff.
28. Maintain current knowledge of all fiscal software programs supported by ACCESS.
29. Use Helpdesk software system to monitor and document all support requests.
30. Perform other specific job-related duties as directed by the governing board.
REQUIRED ETHICAL AND PROFESSIONAL ATTRIBUTES AND BEHAVIORS:
1. Current fidelity bond must be on file and available for review by the State Auditor.
2. Is regular and prompt in attendance.
3. Serve as a role model for staff. Exemplify responsible leadership. Display personal integrity, impartiality, respect, and courtesy.
4. Participate in needed professional growth activities to keep current with advances in accounting and financial management.
5. Prepares an annual professional development plan to guide individual growth and performance improvement, support ACCESS and program/department goals, and all service constituents.
6. Attends and actively participates in all required/assigned training sessions, meetings and other responsibilities

7. Provides quality service to both internal and external colleagues and customers

8. Seeks opportunities to participate as a productive member of ACCESS and other committees and teams

9. Generates internal and external support for services

10. Responds quickly to directions for improvement from supervisors 

11. Maintains confidentially in all job related discussions and communications

Other expectations and demonstrated skills and abilities:

1. Possesses a valid driver's license

2. Reads, analyzes and interprets data and reports

3. Writes reports, correspondence and other appropriate communiqués

4. Presents information and responds to questions effectively and efficiently

5. Prioritizes tasks, requirements and expectations in order to perform to a standard of excellence in service

Physical Demands & Work Environment:

The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit, walk, talk, or hear, and operate a computer and other technology devices.  The employee must occasionally lift and/or move up to 50  pounds, such as notebooks, reports, etc.  Specific vision duties of this job include close vision.

The noise level in office work environments is relatively quiet, but may escalate in group settings.  The noise level in classroom positions is often elevated.

This position requires meeting deadlines with severe time constraints.  This position involves stress as a result of those time sensitive obligations, the responsibility to ensure that laws and regulations are followed, and the demands of maintaining communications with large and diverse publics.

The information contained in this job description is in compliance with the American with Disabilities Act and is not an exhaustive list of the duties performed for this position.  Additional duties are performed by the individuals employed in this position as needed and assigned by the Administration and/or the Governing Board.  Administrators should communicate additions and changes in this job description in writing to the employee.
ACCESS is an equal opportunity employer, and employs individuals without regard to race, religion or ethnicity.

This Job Description has been reviewed with me, I understand the duties and responsibilities which are expected of me, and my questions as of this date have been answered.

Signed, ______________________________________, Employee, on ____/____/____

Signed, ______________________________________, Supervisor, on ___/____/_____
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