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VILLAGE OF AMESVILLE  – FISCAL OFFICER JOB DESCRIPTION 2018
The Village of Amesville Fiscal Officer position(s) is/are filled by Appointment of the Village Council and/or the Mayor.  At the discretion of the Mayor and Council the duties involved in this position may be divided or combined. The position is part-time with no stated or implied guarantee of a particular number of hours or a particular level of compensation each month.

Skills required include familiarity with computer MS Office programs and ability to work with other part-time staff and the public. It is desirable that the position use (or learn to use) UAN the State accounting software. 
The Fiscal Officer is responsible to the Mayor and the Council and shall work with the Council, the Mayor, Council’s committees, the other Village employees and the public. 

The Fiscal Officer shall be bonded.

The Village Office is the location at which the work of the Fiscal Officer takes place. All Village records and files must remain in the Office.

All of the duties specified in the Ohio Basic code for the positions of Clerk, Treasurer, and Clerk of the Board of Public Affairs must be fulfilled by the Fiscal Officer and/or Assistant Fiscal Officer(s). Ohio [Basic Code – Sections 31.041, 042, 043. 044, 061, 062, 063, 064, 065, 32.025, 040, 044, 045, 046, 050, 051, 070, 071, 074, 076, 077.]  These responsibilities are noted in the following section.  

The Responsibilities of the office are as follows:
1. Finances (FO) 

A. Deposit all receipts within two working days of their receipt.

B. Pay all bills within 5 working days of their receipt.

C. Report the Village Financial status at all regular monthly Council meetings.

D. Prepare, in consultation with the Mayor, a preliminary budget for presentation at the November Council Meeting. 

E. Inform the Council and the Mayor of any upcoming expenditures not included in the adopted appropriations.

F. Prepare the Annual Financial Report and file it with the County Auditor, the State Auditor and in the Village Files, publish it in a local newspaper and make copies available for the public to view.

G. Prepare the Certification of Total Amount Available and file with the County Auditor and in the Village files.

H. Maintain the UAN system in accordance with the Auditor of State rules and regulations.

I. Annually roll over the UAN system into the New Year.

J. File all Filings required by the Athens County Auditor and/or the State of Ohio in a timely manner.

K. Reconcile the Bank Accounts monthly. 

L. Serve as the Payroll Officer including all tax and other required reports.

2. Council  

A. Attend all regular and special Council Meetings.

B. Notify all Council Members and Village employees of the date, time and place of the meeting two or three days before Council meetings.

C. Post appropriate notices of Regular and Special Council Meetings.

D. Take accurate minutes of Council meetings and provide the Mayor and Chief Fiscal Officer with copies of the minutes and of all ordinances and resolutions no later than seven working days after the Council Meeting.

E. Post copies of all ordinances and resolutions no later than seven working days after the meeting at which they are adopted.

F. Do any Correspondence and Ordering that the Council directs.

G. Maintain a calendar with dates of Council Meetings, Mayor’s Court, Use of the Community Meeting Room, Park Reservations and Holidays when Village Flags are flown.

H. Inform the Village Maintenance Worker of dates in item G, which involve him/her.

5. Village Newsletter  

a. Prepare Village Newsletter no later than ten days after each regular Council meeting.

b. Duplicate and arrange for the dissemination of newsletters no later than two weeks after each Regular Council meeting. The Newsletter will be put on the Village Web, printed copies placed in the Village Businesses and Printed Copies mailed with the Water-Wastewater bills.

6. Training Events  

A. Participation in training events related to the position mandated by the State of Ohio and non-mandated events when approved by the Council.

7. Village Office  

                 A. Maintain Files and other records in accordance with needs of the Council and Mayor and the  

                       requirements of the Ohio Code.

                 B. Provide to the Village Records Commission for recommendation to the Council at least semi-

                      annually lists of records, which can be destroyed, with permission of the Ohio Historic  

                      Records Commission.

                C. Maintain adequate office supplies.  (Stamps, Postage, Letterhead, Copy Supplies etc.

                D. Pick up and distribute mail.

8. Grants (FO)

A. Maintain records and provide required reports for all Grants (FO)

       9.  Other duties that may be assigned by the Council or Mayor.

Performance Evaluation – Annually the Mayor or Council will review performance and compensation.

There will be a 90-day probationary period before the appointment becomes final.

Monthly Time Sheets must be submitted before paychecks will be issued.

Compensation includes

· A suggested hourly wage [paid monthly] starting at $13.25 and increasing to $14.50 if work is satisfactory during the probationary period.

·  Income tax and the employee’s share of Medicare and OPERS are deducted from the monthly pay.

·  Worker’s Compensation is provided. 
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