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GENERAL DESCRIPTION: 
Under general direction, takes and distributes meeting minutes; performs various auditing and fiscal 
responsibilities to maintain village financial records and accounts; performs clerical and bookkeeping duties; 
makes annual report to village council at its first regular meeting in January as prescribed by R.C. 733.45; 
maintains up-to-date employee leave records and provides employees written updates quarterly; performs 
human resource duties as assigned. 

QUALIFICATIONS:  An example of acceptable qualifications: 
Completion of bachelor’s degree in accounting or related field; two (2) years’ experience in municipal finance 
or related field; proficient with computer applications, including Internet Explorer, Microsoft Office, Excel, 
and Word; familiar with general ledger accounting and payroll processing; or any equivalent combination of 
education, experience, and training which provides the required knowledge, skills, and abilities.  Must become 
a village resident within six (6) months after appointment unless an ordinance is passed approving the fiscal 
officer’s residence outside of the village. 

LICENSURE OR CERTIFICATION REQUIREMENTS:   
Must possess a valid Ohio driver’s license and maintain insurability under the village’s vehicle insurance 
policy; must be bondable. 

EQUIPMENT OPERATED:  The following are examples only and are not intended to be all-inclusive: 
Telephone, computer, typewriter, printer, scanner, postage machine, fax machine, paper cutter, paper shredder, 
calculator, copier, and standard modern/business office equipment; motor vehicle. 

INHERENTLY HAZARDOUS OR PHYSICALLY DEMANDING WORKING CONDITIONS:   
Employee occasionally has exposure to hot, cold, wet, humid, or windy weather conditions; has exposure to 
chemical compounds found in an office environment (e.g., toner, correction fluid, etc.); has contact with 
potentially violent or emotionally distraught persons; occasionally required to lift, carry, push, or pull up to 50 
pounds; has exposure to possible injury as a result of working with moving mechanical parts on paper shredder, 
copy machine, or other office equipment. 

ILLUSTRATIVE DUTIES:  For purposes of 42 USC 12101: 

1. Accurately and timely prepares and maintains all of the financial records, ledgers, and accounts of the
village in such a manner as to be in compliance with state statutes, regulations, and rules of audit
pertaining to same; keeps all books and ledgers up-to-date with all posting to accounts for the previous
month to be completed no later than the tenth day of each month; advises council quarterly and provides
an up-to-date report on all budget line items specifying amounts budgeted, amounts expended, and
balances, in each line item and presents report no later than the second regular council meeting
following the close of a quarter; closes and balances all funds and accounts at the end of each month,
and prepares a statement showing the previous balance, receipts and expenditures for the current month,
and balance as of the last day of the month, for all village funds;  provides copies of statement to each
member of council, the mayor, village administrator and chief of police; makes annual report to village
council at its first regular meeting in January as prescribed by R.C. 733.45;-prepares and submits annual
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report due the end of February to Ohio, Auditor of State, as required by law ; maintains contact and 
communication with public, consultants, contractors, engineers, and administration of the village and 
other communities regarding finances, bids, projects, procedures, insurance, and personnel issues; 
assists the village administrator in such administrator’s capacity as central purchasing agent for the 
village for all purchases for the civilian and police departments.  

2. Performs all duties provided by law for the clerk and treasurer positions; accurately prepares and/or
supervises daily bank deposits; directs, coordinates, monitors, and manages a variety of fiscal
management and control duties; maintains, with the assistance of the chief of police and village
administrator, an accurate inventory of all village equipment, parts, tools, and supplies; participates
and assists in village policy development.

3. Accurately and timely processes or supervises the processing of the biweekly payroll including reports
and taxes for all village employees; administers employee insurances; prepares monthly retirement
reports; processes new employee orientation and forms; verifies and tracks all leaves; distributes
clothing allowance to applicable employees; performs other human resource duties as assigned.

4. Prepares bills for presentation at each regular council meeting for payment; ensures each bill submitted
includes a voucher or warrant number, the amount of the bill, a description of the purchase, and the
account to which it will be charged; also provides a pay addendum which lists all wages to be paid with
a breakdown of amounts according to regularly scheduled hours, additional straight time hours and/or
overtime hours, the hourly rates, and the amounts paid to each employee.

. 

5. Attends and accurately records the proceedings, rules, bylaws, resolutions, and ordinances of all
regular, special, and/or committee meetings of legislative authority (e.g., village council meetings;
board meetings; and other commissions) as requested; insures that all minutes are typed and distributed
to council members, the mayor, village legal counsel, chief of police, and village administrator no later
than the Friday preceding the next regular council meeting; when minutes are amended by vote of
council, insures that corrected minutes are provided no later than the next regular council meeting.

6. Serves as a keeper of the records in the normal course of village business; maintains copies of all village
laws, ordinances, resolutions, and other official documents of the village (publishes, files, indexes, and
cross-references); preserves permanent records; acts as member of the village records commission.

7. Attends training programs for village clerks and annual training programs of continuing education for
village clerks that are provided by the auditor of state pursuant to Section 117.44 of the Revised Code;
establishes and maintains professional working relationships.

8. Maintains any required licensures, certification, and/or bonding.

9. Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential
functions.

EXHIBIT A
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10. Demonstrates regular and predictable attendance.

OTHER DUTIES AND RESPONSIBILITIES: 

11. Performs other duties as assigned, including, but not limited to, the duties of village income tax
administrator.

MINIMUM ACCEPTABLE CHARACTERISTICS:  (*indicates developed after employment) 

Knowledge of:  basic governmental accounting; bookkeeping; budgeting; auditing; finance; inventory control; 
purchasing; payroll practices and procedures; *current village software; *village goals and objectives; *village 
policies and procedures; government structure and process; applicable certification/licensure requirements; 
records management; human resources management; personnel administration; employee benefits 
administration; supervisory principles and practices; interviewing; workplace safety practices and procedures; 
office practices and procedures; records management; workplace safety. 

Skill in:  word processing; computer operation; use of modern office equipment; motor vehicle operation; 
calculator operation; typing 

Ability to:  carry out detailed but basic written or oral instructions; deal with many variables and determine 
specific action; apply management principles to solve village problems; define problems, collect data, establish 
facts, and draw valid conclusions; exercise independent judgment and discretion; understand, interpret, and 
apply laws, rules, or regulations to specific situations; select most qualified applicant according to 
specifications for referral; add, subtract, multiply, and divide whole numbers; calculate fractions, decimals, 
and percentages; prepare accurate documentation; compile and prepare reports; respond to routine inquiries 
from public and/or officials; conduct effective interviews; communicate effectively; train or instruct others; 
maintain records according to established procedures; handle sensitive inquiries from and contacts with 
officials and general public; develop and maintain effective working relationships; travel to and gain access to 
work site; read, copy, and record figures accurately; copy records precisely without error; complete routine 
forms; prepare routine correspondence; answer routine telephone inquiries. 

EXHIBIT A




