


Town of Houlton
Job Title:				Treasurer
Department:				Administration				
Direct Supervisor:			Town Manager
FLSA Status:				Exempt

Nature of Work: 
This is responsible administrative and fiscal work in the handling of Town funds.

Employee of this class is responsible for the custody, disbursement and investment of Town funds. Work involves cash management; maintaining liaison with auditor, banks, and the general public; disbursing funds to cover expenditures; and preparing and administering department budget. Work is performed under the general supervision of the Town Manager with considerable independence of action in accordance with applicable laws and following generally accepted accounting practices. Work is reviewed through observation; verification; internal audit and through fiscal audit.

Essential Duties and Responsibilities:
 
Supervises and is responsible for disbursement of all monies, and for monitoring expenditures and revenues.
Complies with the Town Charter Article V Financial Procedures and assure that state and national standard accounting procedures are maintained.

Forecasts monies available for investment purposes, checks for best rates and invests for a predetermined period.   
Oversees the maintenance of bank statements for the payroll,  general funds and other related accounts and reconcile each month.
Prints and distributes monthly revenue and expenditure reports to Town Manager, all department heads and Town Council.

Supervises daily preparation of bank deposits and cash-ups.

Responsible for weekly payrolls, maintaining all employee and employer payroll records. Posts payroll expenditures and payables and prepare and distribute payroll monthly, quarterly, and annual reports.
Responsible for W-2 processing and all other related financial reporting and oversees the accounts payable/receivable process.

Oversees the ambulance finances with billing company and any related follow-ups required.
Responsible for maintaining employee benefit payments and deductions for payroll.

Prepares the annual budget with the Town Manager and department heads, including all presentation materials submitted to the Town Council and the public.  This includes attending Board of Budget Review and Town Council meetings during the budget process.
Prepares and monitors bids and contracts associated with financial needs, such as Audit, Loans, TAN’s, Insurances as needed.

Responsible for Town insurances and management of claims filed on each.

Performs Counter work, such as: issuing vital records, issuing dog licenses, collecting taxes, processes vehicle registrations, permits, processes recreation vehicles and hunting and fishing licenses, answers various questions by telephone or in person, as needed.

Serve as Deputy Tax Collector.
Oversees the TRIO accounting system with updates as required and maintain liaison with the IT service to the Town.

Performs related work as assigned by the Town Manager.
Requirements of Work:

Knowledge of the principles and practices of municipal accounting.

Knowledge of the principles and practices of municipal cash management.

Considerable knowledge of the laws and regulations relating to municipal accounting, finance, and cash management.

Considerable knowledge of modern methods of receiving, depositing and disbursing large amounts of money.

Ability to exercise judgment and initiative in analyzing and evaluating accounting problems and in developing or recommending modifications and improvements in existing financial management procedures.

Ability to exercise judgment and initiative in analyzing and evaluating the state of the Town funds and making appropriate investments.

 Ability to deal courteously with the public and to establish and maintain effective working relationships with other employees and the public.

Training and Experience Required:

Considerable experience including administrative responsibility in work involving the receipt, deposit, disbursement and investment of large amounts of money and involving a number of accounts; graduation from a college or university with a minimum two-year degree in public administration, business administration or financial management; or any equivalent combination of experience and training.
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 stand for long periods of time, sit and talk or hear, walk, uses hands and fingers to handle, or operate objects, tools, or controls; and reaches 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. 
---------
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.
External and internal applicants, as well as position incumbents who become disabled as defined under the Americans with Disabilities Act, must be able to perform the essential job functions and physical demands (as listed) either unaided or with the assistance of a reasonable accommodation to be determined by management on a case by case basis
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