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Position:
Accounting Specialist
Location:
Middletown, Ohio

Hours:

Full-time, 40 hours per week, an occasional evening or weekend day is needed
Salary:

Starts at $18.00 per hour, more depending on experience
Benefits:
Excellent benefit package, including OPERS retirement, medical, dental, vision, life, accrued vacation, sick time, holiday’s, personal days, professional development, and much more

Information:
Due to an upcoming retirement, we have an opening in our finance department. More information about this opening can be found on our website at www.midpointelibrary.org

SUMMARY OF RESPONSIBILITIES:
· Process accounts receivable, accounts payable, payroll, cash receipts, and invoices

· Assist in receipting all library income, and posting expenses

· Prepare purchase orders and open purchase order’s until closed

· Assist with the budget process, the bidding process, record retention, the auditing process, and the preparation of month and year end closings

· Assist employees with finance-type problems

· All positions provide excellent customer service demonstrating a professional, courteous, and respectful attitude towards all internal and external customers.

QUALIFICATIONS: 
· Bachelor’s degree in finance, accounting, or business is required. Experience in public sector accounting is highly desired

· Must be able to demonstrate experience with AP/AR, PO procedures, and payroll processes

· Must have knowledge of fund accounting and GAAP

· Must have a high proficiency level with MS Office, accounting software, payroll software, google, have advanced Excel skills and above average math skills. 
· Attention to detail and a high level of accuracy is required

· Must be able to work independently and with others, be organized, efficient, able to prioritize, collaborate, be self-motivated, adapt to changing needs, problem solve, and handle confidential information

· Must have excellent interpersonal skills, customer service skills, as well as verbal and written communication skills

· Must be able to effectively hear, read (including cursive), write, speak, and understand English as well as have sufficient dexterity and visual acuity to meet the job requirements

· Must have regular and predictable on-site attendance as required.

APPLY:

· A required MidPointe employment application is available on our website at:  https://www.midpointelibrary.org/page/jobs  click on Fill Out Job Application Form. A resume can be attached to the online application.
