 NELSON COUNTY SCHOOLS 
Job Description 
TITLE: TREASURER 
QUAIFICATIONS: Any combination equivalent to: high school diploma, G.E.D. Certificate or demonstrated progress toward obtaining a G.E.D. as required by Kentucky law. 
REPORTS TO: Director of Finance and Budget 

JOB GOALS: Plan, organize, and participate in financial and statistical record-keeping activities for an assigned accounting functional area. 

PERFORMANCE RESPONSIBILITIES: 
Receives and acts as custodian of all monies to which the Board is entitled by statue; deposits funds received in depository designated by the Board; withdraws funds upon Board approval. 

Coordinates and directs the receipting of funds collected by the Board; maintains a revenue ledger as required by Board; invests idle funds; reviews and coordinates funds for cash flow analysis and cash management. 

Issues personal checks on the depository for payment of legal claims which have been authorized for payment by the Board of Education; checks the validity of the claims, coding the claims in compliance with the Kentucky Department of Education’s Financial Accounting System. 

Analyzes, reviews and prepares a variety of financial statements and reports related to assigned functions. 

Prepares monthly certified salaries for monthly payroll and oversees monthly absentee reports from schools. 

Maintains full and complete account of bonds and makes reports as required by the Board. 

Maintains security bonds annually on employees as required by the Kentucky Department of Education. 

Attends a variety of accounting-related meetings and workshops. 

Performs related duties as assigned. 
Assures compliance with applicable District policies, procedures and government regulations.

Applies applicable sections of Kentucky Administrative Regulations and other applicable laws.

Operates a variety of office equipment such as computer terminal, calculator, typewriter and copier.

Establishes and maintains cooperative and effective working relationships with others.
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Meets schedules and timelines.
Communicates effectively, both orally and in writing.
Demonstrates regular attendance and punctuality. 

Adheres to the appropriate code of ethics. 

Performs other duties consistent with the position assigned as may be requested by the 

Superintendent. 
ABILITY TO: Perform as a leader such that student achievement is maximized through efficient use of funds.
KNOWLEDGE AND ABILITES: To perform the responsibilities as previously outlined.
