POSITION: Part-time Treasurer’s Assistant-Budgetary/Food Pantry Manager
SALARY: To be determined
PRIMARY JOB DUTIES OF TREASURER’S ASSISTANT-BUDGETARY
[bookmark: _GoBack]Processing purchase orders, posting invoices, processing vendor payments, posting receipts, depositing funds, ordering supplies, and maintaining vendor files
PRIMARY JOB DUTIES OF FOOD PANTRY MANAGER
Ordering food, picking up food order, organizing food between two food pantries, and distributing food to students. 
QUALIFICATIONS:  Associate degree in accounting or related field or equivalent accounts payable experience preferred.
· Attention to detail, confidentiality, and BCI/FBI clearance required
· Ability to build and manipulate complex spreadsheets
· Ability to work independently, but also as part of a team
· Ability to lift up to 30 pounds
Deadline: December 16, 2020
Resumes and cover letters may be submitted to Dawn Welsch, Treasurer, at dwelsch@sebring.k12.oh.us.

