Fiscal Officer Wanted
The Mount Gilead Public Library is seeking a fiscal officer.  This is a part time position. 
Qualifications: Knowledge of principals and practices.  Degree in accounting or accounts payable and accounts receivable experience. Must be bondable.
Job responsibilities include:  Serves as the financial officer for the Mount Gilead Public Library in accordance with federal, state and local laws and regulations, the directives of the auditor of the State of Ohio, and the policies and decisions of the Mount Gilead Public Library Board of Trustees.
· Pay bills using Unified Accounting Network (UAN)
· Payroll and withholding for all employees
· Reconcile accounts monthly
· Handle end of year items such as W-2s to employees and certain reports to federal government and unemployment liabilities
· Handle all new hire paperwork
· Create reports for monthly board meetings held on every 3rd Wednesday at 4:30 and be in attendance for the meetings. Attend Budget and Finance Meetings as needed. 
· Manage routine banking activities, including deposits, transfers, account reconciliations, cash management, and maintenance of fiscal records supporting library bank accounts 
· Other duties will be discussed in the interview

Year-end Responsibilities
· Review year-to-date financial activity and verify that revenues, expenditures, transfers, and appropriations have been properly recorded.
· Reconcile all bank accounts and financial records and resolve outstanding discrepancies.
· Review outstanding purchase orders and encumbrances and determine which should remain open, be closed, or be carried forward in accordance with applicable requirements.
· Review outstanding invoices and obligations to ensure all expenses incurred during the fiscal year are properly recorded.
· Review fund and account balances and identify any necessary year-end corrections or adjustments.
· Ensure all payroll, payroll taxes, withholdings, and related payments for the fiscal year have been properly processed and recorded.
· Complete required year-end payroll reporting, including W-2s, 1099s, and other applicable tax forms and filings.
· Prepare and submit required year-end financial reports and information to the appropriate county and state governmental entities.
· Complete the library's annual financial reporting and assist with preparation of the Ohio Annual Financial Report (AFR) and related documentation; prepare and submit Hinkle notes and financial statement
· Review and reconcile grant revenues and expenditures and ensure required grant documentation and financial reports are completed.
· Review capital expenditures and ensure assets and related transactions have been properly recorded and classified.
· Review year-end cash balances, fund balances, and outstanding obligations for accuracy.
· Prepare year-end financial information for the Library Director and Board of Trustees.
· Provide information and documentation requested by the State Auditor, County Auditor, Budget Commission, or other governmental entities.
· Organize and retain year-end financial records in accordance with applicable records-retention requirements.
· Carry forward or establish new purchase orders, encumbrances, grants, and other financial commitments as appropriate for the new fiscal year.
· Verify that the new fiscal year's appropriations and budget information are properly entered and established in UAN.
· Review procedures and outstanding fiscal matters from the prior year and communicate any issues requiring attention to the Library Director or Board.
Done in Oct/Nov, Feb/Mar (or after the year end is complete), May/June (following year) and periodically throughout the year
Review the upcoming fiscal year's budget, appropriations, payroll obligations, recurring expenses, and other known financial commitments to assist with budget planning

Payroll Reporting
· EFTPS - Federal/SS/Medicare - Monthly
· State of Ohio - Monthly
· School District - Monthly
· Village of Mt Gilead - Monthly
· OPERS - Monthly
· RITA (city) - Monthly
· BWC - Annually, True Up and PERRP
· ODJFS - Quarterly
· 941 Quarterly
· Annual reconciliations - OH, SD, Village, RITA

[bookmark: _GoBack]Must be able to use proficiently or able to learn
· Outlook
· UAN
· Excel/Google Sheets
· Word
· Canva

Please email a copy of your resume to director@mglibrary.org or drop off your resume during business hours at the library.
41 E High Street
Mount Gilead, OH 43338

