September 9, 2014 
XENIA COMMUNITY SCHOOLS
UNCLASSIFIED JOB VACANCY 

TO:

Xenia Staff Members

FROM:

Brenda D. Langford, Personnel Office
RE:

Vacancy Notice [2014-2015]

CENTRAL OFFICE

ASSISTANT TREASURER

(Replacing Head Bookkeeper position)

8 hours daily

Full time (12 months)

(Benefits include, health, dental and life insurance)

HOURLY RATE:  $18.06 - $26.01
Reports To:

Treasurer

Employment Status:
Full Time

FLSA Status:

Non-Exempt

Qualifications:

1.
Must possess a valid Ohio School District Treasurer's License

2.
Possess computer skills in both word processing and spreadsheets

3.
Ability to organize work schedule and be a self-starter

4.
Ability to work expediently and accurately with figures

5.
Bondable

6.
Meet the legal requirements relative to a criminal background check.
7.
Ability to effectively communicate orally and in writing with employees, administrators, and community stakeholder

General Description:
Assists Treasurer in all phases of the treasurer's office and become acting treasurer when the treasurer is temporarily out of the office.

Essential Functions:

1.
Conducts the duties of the position in a discreet and confidential manner.

2.
Uses state software in the areas of financial accounting and payroll.

3.
Assists treasurer in preparation of annual GAAP report.

4.
Assists treasurer in filing reimbursement applications and all other necessary reports related to all State and Federal Funds.

5.
Assists in evaluation of Treasurer's office staff.

6.
Demonstrates professionalism in both appearance and manner.

7.
Reconciles monthly bank statements.

8.
Assists treasurer in preparation of budget and annual appropriations.

9.
Provide courteous, clear, and concise information for staff and public in terms of oral, written and telephone communications.

10.
Assists treasurer in closing of month-end and fiscal-year-end.
11.
Assist treasurer in the duties of Board secretary 

12.
Assist treasurer in filing necessary reports (federal, state and local)
13.
Shall assume all other tasks and assignments as requested by the treasurer.

14.
Abide by all Xenia Community School District policies.
ADDITIONAL WORKING CONDITION:

· Occasional operation of a vehicle under inclement weather conditions.
· Occasional interaction with hostile and/or aggressive individuals.
All interested applicants should apply (in writing) to Xenia Community Schools, Brenda D. Langford, Personnel Office, 819 Colorado Drive, Xenia, Ohio 45385.  Letters of application should include the name of the position for which you are applying, specific qualification for the position (resume), including, but not necessarily limited to current position, building assignment, and years and nature of experience.
DEADLINE: (last day to apply) September 15, 2014
AN EQUAL OPPORTUNITY EMPLOYER
