Fiscal Officer
The Blanchester Public Library is seeking a detail-oriented, part-time Fiscal Officer, who works well independently and with others. The Fiscal Officer works closely with the Library Director and under the direction of the Board of Trustees.
Salary/Schedule: 20 hours per week, flexible, with opportunity for some remote work; $25 per hour, plus participation in OPERS retirement, paid vacation & sick leave, paid designated holidays
To Apply: Send a cover letter, resume and three professional references to

cowens@blanlibrary.org or:
Chris Owens, Director

Blanchester Public Library

110 N. Broadway

Blanchester, OH 45107
All resumes received on or before September 1 will be given first consideration.
POSITION DESCRIPTION

BLANCHESTER PUBLIC LIBRARY

An Equal Opportunity Employer

Fiscal Officer
Reports to:


Board of Trustees

Positions Supervised:
None
Job Summary: The Fiscal Officer is responsible for the financial operations of the library and provides information on the financial condition of the library. The Fiscal Officer ensures that all financial operations comply with the statutes of the State of Ohio, State Auditor requirements, federal and local laws, sound financial practices, and library policies. The Fiscal Officer has a direct responsibility to the Board of Trustees and serves as the Fiscal Officer of the library pursuant to Ohio Revised Code Section 3375.32.
Essential Duties and Responsibilities

· Prepares a monthly financial report for presentation at board meetings and, at the end of the fiscal year, prepares and presents an annual financial report

· Prepares financial analysis at board’s request (including salary analysis)

· Maintains financial software with accurate and current data

· Attends all regular meetings of the Blanchester Library Board of Trustees and other meetings as required.

· Writes board meeting minutes and maintains minute book

· Works with the Director to prepare and mail board meeting information, including agenda, minutes, financial reports, etc., in a timely manner

· Reviews contracts, business practices and accounting procedures and makes recommendations to the board.

· Keeps the financial records of library funds in accordance with Chapter 117-4 of the Ohio Administrative Code, which lists the requirements of the Auditor of the State of Ohio

· Keeps the accounts of funds upon such forms as are prescribed and approved by the Ohio Bureau of Inspections and Supervision of Public Affairs

· Ensures that all financial records are maintained accurately

· Does bank reconciliations for all bank accounts on a monthly basis and records on forms easily interpreted by Auditor of the State of Ohio

· Receives and deposits all library funds in approved depositories and maintains records of receipts

· Manages the investment of active and interim funds at the board’s direction

· Pays out money by a check signed by the Fiscal Officer and one other board member as prescribed by board policy

· Maintains the library’s credit accounts. Ensures records are made available for review by the library’s Compliance Officer

· Maintains change fund and petty cash fund

· Processes all payroll, fringe benefit, court orders, and retirement system payments in compliance with the Ohio Revised Code and applicable federal, state and local regulations.

· Maintains a permanent file of payroll, fringe benefit and retirement system records as mandated by law and good business practice

· Maintains and supervises retention and discarding of all library records per library retention policy

· Prepares and files all fiscal payroll reports to federal, state and local authorities in a timely manner

· Works with the Director in preparation of the annual appropriations resolution and the proposed budget

· Works with the Director as part of the administrative team to provide information and counsel on the present and projected financial condition of the library

· Advises the Director on the formation of library policy, as appropriate

· Implements accounting system changes

· Knows the library statutory requirements and powers as authorized in the Ohio Revised Code, the opinions of the Ohio Attorney General and other federal, state, and local laws and regulations

· Prepares any correspondence related to the office of the Fiscal Officer

· Attends conferences and training as directed by the board of trustees

Additional Duties

· Performs additional duties as assigned by the Board of Trustees

Knowledge, Skills, and Abilities

· Ability to communicate effectively

· Ability to work independently

· Ability to plan, schedule and organize work

· Proficient with computers, including word processing and spread sheets

· Knowledge of budgeting and public library finance

· General bookkeeping and accounting skills

· Knowledge of employment law and reporting

Qualifications

· Minimum educational qualifications: Associate’s degree, or equivalent combination of education, training and experience that provides the required knowledge, skills, and abilities at discretion of Board of Trustees

· Experience in budgeting, bookkeeping, and payroll preferred

· Experience in government or public fund accounting preferred

· A valid driver’s license and reliable transportation is required

· A criminal background check is required
· Eligibility for bonding is required
This job description is not intended to be a complete statement

 of all duties and responsibilities required of this position

