Dover City School District
Announcement of Vacancy

Position:	Assistant Treasurer or Payroll Clerk (depending on degree level)

Minimum Qualifications:
· Two year college degree in finance/accounting, with a four year degree preferred 
· Equivalent experience will be reviewed
· Possess a valid School Treasurer’s License or have the ability to qualify for a license
· Meet the legal requirements relative to a criminal background check and have the ability to be bonded
· Possess strong organizational skills and the ability to work in a fast paced environment
· Computer skills including, but not limited to:  Microsoft Excel and Word, Uniform School Payroll System (state software), KIOSK and state EMIS software (staff sections), web based programs (i.e. Absence Management, AF Comply, Edge)
· Ability to direct and work collaboratively with other personnel, and to demonstrate a willingness to positively help staff, administrators, and the public while maintaining confidentiality
· Ability to effectively communicate both orally and in writing
· Ability to multi-task and be self-motivated
· Alternatives to the above qualifications as the Board of Education may find appropriate

Basic Responsibilities:
· Calculate and process bi-weekly payroll
· Process/report all periodic (monthly, quarterly, annual) tax returns and statements
· Maintain personnel database
· Generate employment contracts and salary notices
· Maintain staff portion of EMIS database
· Manage all employee deductions including, but not limited to, medical/dental insurance, retirement, tax sheltered annuities and union dues
· Work with State Auditors in providing requested information
· Prepare/provide information needed for GAAP conversion
·  Additional responsibilities as assigned by the Treasurer

[bookmark: _GoBack]Length of Contract:		12 months

Salary:				Competitive salary with excellent fringe benefits

Starting Date:			Mid October

Application Procedure:		Forward a letter of interest & resume by September 22, 2017 to the attention of:
					Marsha Clark
					Dover City School District
					219 W. 6th Street
					Dover, OH  44622
					
Contact Information:			Email:  clarkm@dovertornadoes.com
					Phone:	330-364-7105
