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EXECUTIVE ASSISTANT TO THE TREASURER
Non-represented position/Considered “confidential” employee

Job Objectives:

Performs duties that support the effective operation of the treasurer’s office.  Assists the Treasurer in administering the school district’s fiscal affairs. Addresses issues that arise during the absence of the treasurer within the limits prescribed by law. 

[bookmark: _GoBack]This position consists of opportunities in the treasurer’s office that could include but are not limited to payroll, benefits, human resources, accounts payable, accounts receivable, inventory of fixed assets, account reconciliations, state and federal funds, budgeting, month end and year end reporting, training and management.


Minimum Qualifications:

· An Associate Degree from an accredited college or university, Bachelor degree preferred. Other equivalent experience will be considered.
· Considerable knowledge of office management, grammar, spelling and professional correspondence
· Successful bookkeeping experience and the ability to compute mathematical data accurately with an emphasis in payroll, accounts payable, accounts receivable, budgets
· Experience with fiscal operating procedures is desired.
· Ability to exercise independent judgment in all aspects of the position and to deal with changing priorities
· Ability to deal effectively and courteously with members of the community and school system
· Manage multiple tasks efficiently and effectively
· Extensive oral and written communication skills
· Proficient in office protocol and the use of information technology systems
· Willing to keep current with advances in equipment and technology that support job function
· Meets all mandated health requirements
· Complies with drug-free workplace rules and board policies
· A record free of criminal violations that would prohibit public school employment
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Essential Functions:

· Ability to learn all duties that are responsibility of Treasurer’s office and perform or train duties as needed and/or directed.
· Assist in the maintenance of the uniform filing system for all information and other pertinent data
· Assist Treasurer to complete and file, at proper times, all forms, reports, papers, and other requirements as prescribed by the auditor, department of education, or other state or local agencies
· Assist Treasurer with correspondence and filing, receiving an preserving all records
· Assist Treasurer with duties regarding GAAP
· Maintain respect at all times for confidential information
· Assist Treasurer in maintaining proper coverage and renewal of property, fleet, liability and position bonds.
· Assist with proper completion of EMIS reporting
· Assist Treasurer in monitoring records for accuracy
· Assist Treasurer in preparation of financial projections
· In the absence of the Treasurer, perform those duties necessary to the routine operation of the office
· Perform other duties as may be required
· Assists co-workers as required.


Additional Working Conditions:

· Occasional evening/weekend work as directed by the Treasurer
· Occasional overtime work will be requested and expected of the employee


Legal Requirements:

· Employees must pass a criminal background investigation and provide a fingerprint card prior to employment.
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	This job description in no manner states or implies that these are the only duties and responsibilities to be performed by the position incumbent who will be required to follow other instructions and perform any duties required by the position supervisor(s), Superintendent or his/her designee.




												
Employee							Date
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