Finance Officer/Treasurer

Reports to – Superintendent
Regular Hours Worked – 8 hours per day
Terms of Employment – 240


Assist the Superintendent with the day-to-day financial administration of the district.  Assist with financial reports, budgets and annual audit.  Cash balancing all accounts.  Maintain compliance with state financial requirements of the school district.  Supervision of Payroll Officer and Accounting Clerk II.

PERFORMANCE RESPONSIBILITIES
1. Prepare annual budgets for district
2. Assist and supervise accounting and payroll clerks
3. Month and year end cash balancing of all funds
4. Prepare financial report for District and State dept
5. MUNIS system administrator
6. Annual tax reports required, 941, unemployment, workers comp
7. Prepare PSD and assist with CSD report for State
8. Adjusting entries for accrual method of accounting
9. Accounting training and development of district staff
10. Backup for accounting personnel
11. Prepare special projects for board as requested
12. Consult on financial matters for district personnel
13. Assist with annual audit
14. Attend on board meeting a month as necessary


PHYSICAL DEMANDS
Ability to work under the stress of meeting responsibilities and duties under timelines.  Ability to meet the requirements described under major responsibilities and duties.

MINIMUM QUALIFICATIONS
1. High school diploma or G.E.D.
2. Knowledge of computer systems, including spreadsheet, word processing and network application.  Also, experience with automated accounting and general ledger systems.
3. 5 or more years experience in a corporate or non-profit accounting position.  Public accounting or audit experience helpful.
