JOB DESCRIPTION

1) Position Title: Village Treasurer

2) Department/Location: Village of Hewitt, Hewitt WI

3) Reports To: Board President

Village Board

4) Job Summary
The Village Treasurer shall be responsible for the proper administration of the financial affairs of the Village
pursuant to Wisconsin State Statutes 62.09(9) © and 61.26(6), the ordinances of the Village of Hewitt and the
resolutions and directives of the Village Board. The Village Treasurer works under the Village President and
Board members to carry out the day-to-day financial tasks associated with municipal government.

5) Job Duties

A) Principal Duties and Responsibilities (Essential):
General Duties:

1. Prepare and mail invoices to various vendors as directed.
2. Collect, record and deposit all incoming payments for Village.
3. Prepare monthly financial statements for Village Board meeting to include Bills
Of the Month and Treasurer’s Report and give oral report at meeting.
4, Prepare checks on account for appropriate signature(s) for monthly Village

Board meeting.

5. Reconcile monthly bank statements prior to Village Board meeting.
6. Sign checks along with Village President and/or Village Clerk and mail to
Recipients as approved.
7. Maintain Quick Books financial accounting system, posting invoices; review
Postings quarterly compared to annual budget; provide quarterly report to board
Board members as requested.
8. Provide assistance and input to annual budget preparation. Finalize annual budget document.
9. Maintain annual financial records.

B) Tax Collection Duties

1. Provide assistance to Village Clerk and/or Village President in completing local, state and federal
property tax documents.
Prepare Special Assessment tax role on annual basis.
Collect all village, school, county and state taxes and pay over the money according to State Statues.
Keep a record of all fees/payments received.
Deposit all funds in Village Real Estate account; reconcile bank statements on monthly basis.
Prepare payment checks for state, school, village, county as necessary for appropriate signatures.
Prepare Real Estate report for monthly board meeting during tax collection season.
Complete and submit to Village Board a listing of delinquent payments as requested.
Collect dog license fees, mail license tags; maintain record of licenses issued and follow-up on
delinquent licensures.
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C) Other Duties:
1. Prepare financial reports as requested by board members
2. Track employee wages and withholdings. File quarterly 941 and Unemployment
Compensation reports. Prepare W-2’s.
3. Other duties as assigned.
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Education: Associate degree in business, accounting or related field. Extensive experience in above related field
may be considered in lieu of associate degree.

License/Certification: Valid Wisconsin driver’s license. Must be eligible to be bonded.

Experience:
o Three to five years experience in financial management, budget preparation, accounting, or
administration highly preferred.
e Strong strengths in oral and written communication
e Working knowledge and proficiency with Microsoft Word and Excel.
e Qutgoing personality; community involvement considered a plus.

Other: None

Personal Attributes Required
e Ability to exercise discretion in management of confidential information.
e Ability to make independent decisions on matters related to principal duties.
e Ability to use logical reasoning principles to arrive at solutions to work-related problems for which no
established procedure exists.
e Ability to establish and maintain effective working relationships by using appropriate interpersonal skills.

Physical, Mental and Visual Skills
e Must have eyesight adequate to read materials and work at a computer monitor

Special Factors
e None

Working Conditions
e Office environment.

The above statements are intended to describe the general nature and level of work being performed by the person
assigned to this position. Essential job functions are intended to describe those functions that are essential to the
performance of this job, and non-essential job functions include those that are considered incidental or secondary to the
overall purpose of this job.

This job description does not state or imply that the above are the only duties and responsibilities assigned to this position.
Employees holding this position will be required to perform any other job-related duties as requested by management.
All requirements are subject to possible modification to reasonably accommodate individuals with a disability.



