Assistant to the Treasurer
Yellow Springs School District
July 25, 2014
I.
General Description:  Shall assist and support the treasurer in all areas of his/her duties.
II.
Reports to:  Treasurer 
III.
Qualifications:

1.
Must be accurate, efficient and capable of handling detailed work assignments

2.
Self-motivated and self-directed with the ability to organize, prioritize, problem-solve, and meet deadlines

3.
Maintains confidentiality

4.
Proficient with Microsoft Office programs and accounting software programs

5.
Accounting skills/experience, with knowledge of school accounting and software preferred

6.
Exceptional attendance and work record
7.
Ability to get along and communicate with staff, administrators, public and others
IV.
Duties & Responsibilities:

1.
Process payroll including-time sheets, attendance and deductions on state software

2.
Process and maintain monthly/quarterly/annual tax reporting
3.
Process and maintain monthly retirement reports
4.
Process and maintain staff fringe benefits and monthly insurance reports/payments

5
Process benefits for current and new employees
6.
Maintain staff work calendars 

7.
Produce salary notices as required by O.R.C.
8.
Process and maintain staff attendance records
9.
Process and maintain staff tuition reimbursement records
10.
Manage all aspects of fixed asset inventory procedures
11.
Food Service reporting
12.
Provide information and reports to staff of the auditor’s office in order to aid them in preparing GAAP and audit reports efficiently and minimize audit costs

13.
Conduct other duties related to the treasurer’s office

V.
Terms of Employment:
12- months/year, 7 hours per day

VI.
Salary:


Based on experience


Requirements for a complete application packet can be found on the District 

website at www.ysschools.org , on the employment link, using the classified position requirements.  For questions contact number is 937-767-7381


Email application materials to jobs@ysschools.org  


Or mail application to:   Treasurer, YSEVSD, 201 S. Walnut St., YSO, 45387


Application Deadline:
August 8, 2014


Start Date:


Immediately
The Board reserves all legal rights relating to vacancies, including the right to fill by voluntary/involuntary transfer or newly-hired personnel, in accordance with negotiated procedures, and the right not to fill a posted vacancy.
Employment opportunities are offered without regard to age, race, color, religion, ancestry, national origin, citizenship status, gender, handicap, or status as a Vietnam era or special disabled veteran.  Qualified applicants who are disabled and require special assistance to respond to this employment announcement should contact the Yellow Springs Board of Education at the above address.

