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Appointed Position

Estimated Time:
7-12 hours per week

GENERAL PURPOSE

Performs a variety of routine and complex clerical, accounting, finance and administrative work in administering the treasury function of the Town.

SUPERVISION RECEIVED

Works under the general supervision of the Select Board, pursuant to Massachusetts General Laws, Chapter 41.

SUPERVISION EXERCISED

Supervises the Assistant Treasurer, when appointed.
ESSENTIAL DUTIES AND RESPONSIBILITIES

Manages investment of Town funds in accordance with investment policies and goals, and local, state and federal regulations.  Administers the investment program by maintaining required investment records and preparing related reports as required.

Reconciles cash, and keeps such records as needed to verify cash balances.  Prepares bank deposits.  Processes weekly warrants.  Prepares and disburses W-2’s, issues and disburses all checks.  Prepares reports as required by state, county and federal regulations.

Establishes and maintains records needed for bond payments.

Enrolls new employees in health and life insurance plans.  Notifies employees and Select Board of any health insurance policy and rate changes.  Notifies Town Accountant of new employees.  Maintains employee leave records.  Advises all employees of status of vacation, holiday, sick/personal time accrual on a weekly basis on pay stubs.  
Provides budget figures to the Select Board on an annual basis for Unemployment Compensation, Health Insurance, Life Insurance, and FICA/Medicare Employment expense accounts.

Manages tax title accounts including seeking payment for back taxes and penalties.  Pursues legal action when required.

Assists in reconciling general ledger to various cash reports.

Prepares periodic financial, statistical or operational reports as needed.
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Composes, inputs and edits a variety of correspondence, reports, memoranda, and other material requirement judgment as to content, accuracy and completeness.

DESIRED MINIMUM QUALIFICATIONS

Graduation from a high school or GED equivalent with specialized course work in general office practices and record keeping, and two (2) years of increasingly responsible related experience, or any equivalent combination of related education and experience.  Skill in operation of listed tools and equipment.  Ability to effectively meet and deal with the public; ability to communicate effectively verbally and in writing.  Ability to perform arithmetic computations accurately and quickly.

SPECIAL REQUIREMENTS

Must be bondable.  

TOOLS AND EQUIPMENT USED

Telephone, personal computer, including word processing and spreadsheet software; 10-key calculator, fax and copy machine.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit and talk or hear.  The employee is required to walk, use hands to finger, handle, or operate objects, tools, or controls; and reach with hands and arms.  

The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is quiet to moderately noisy.

SELECTION GUIDELINES

Formal application, rating of education and experience; oral interview and reference check; job related tests may be required.
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The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.

APPROVED BY THE SELECT BOARD 08/95, REVISED:   01/04; 07/19; 9/3/20
