West Branch Board of Education
Job Description
Title:



Treasurer’s Assistant-Budgetary Function
Qualifications:

1.
High School Graduate or equivalent and post-high





School accounting training with attention to detail

2. One or two years office experience including 



Automated accounting systems
3. Detail Oriented

4. Ability to communicate and collaborate with others

5. Such alternatives to the above qualifications that the

Board may find appropriate and acceptable.

Terms of employment:
Salary and work year to be established by the Board.

Reports To:


Treasurer
General Description:

Works with limited supervision while providing accurate and 





systematic accounts payable and revenue information

Evaluation:


Performance of this job will be evaluated in accordance with





provisions of the Board’s policy on evaluation of Support Services
Performance Responsibilities:

1. Reconcile bank statements daily
2. Ensure timely entry of revenue data to automated system

3. Reconcile Payroll Deductions

4. Assist treasurer in monthly closing procedures: Balancing, reconciling, creating monthly reports, etc.

5. Assist treasurer with federal grants
6. Assist with Payroll and Accounts Payable as needed
7. Other duties assigned by the treasurer

Other Duties and Responsibilities:

1. Serves as a role model for students in how to conduct themselves as citizens and as responsible, intelligent human beings.
2. Helps instill in students the belief in and practice of ethical principals and democratic values.
Additional working conditions:

1. Occasional exposure to blood, bodily fluids, and tissue.

2. Occasional interaction among unruly children.

This information is for compliance with the ADA, and in way is to imply that these are the only duties or responsibilities to be performed by an individual holding this position.
