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Job Description: 
Office Manager & Bookkeeper

General Description: This is a permanent position.  This person is responsible for a myriad of administrative tasks for the library district to include record management, book keeping, facilities management, secretarial and purchasing duties.  This position reports to the Executive Director and has access to confidential and financial information.   The Office Manager may be asked to liaise with the Board of Trustees or a committee.  This position requires great attention to detail.
Qualifications:
· Associate degree or certification in a related field
· Demonstrated competence with computer functions as used in the library including Quickbooks
· Bookkeeping and record management experience
· Excellent communication and organization skills 
· Must be able to handle details with accuracy, follow a multitude of varied tasks to completion, perform independently, and meet deadlines.
· Must have (or be willing to acquire within 6 months of hire) certification in Public Funds Investment Acts training and Texas State Records Management training.  

This position is primarily responsible for the following:
· Financial/Bookkeeping Tasks:
· Perform bookkeeping tasks to include recording activity into Quickbooks, balancing bank statements, processing bills for payment, and entering payroll information. 
· Manage packing slips, invoices, and purchase orders for payment
· Assist with preparation for the annual audit.
· Prepare and deliver regular deposits to the bank.
· Maintain adequate balances in the library accounts by requesting transfers from the Treasurer as needed.
· Assist Board Treasurer and Director in preparation of monthly reports and annual budget.
· Facility Management Tasks
· Be able and available to react swiftly when there is a facility issue.
· Schedule necessary maintenance and repairs for the facilities.  
· Manage the library’s facility and property, maintaining a log of problems and repairs
· Maintain an inventory of library property
· Program thermostats 
· Manage secure access with a log of keys assigned and security codes.
· Regularly review facility and liability insurance to assure adequate coverage
· Maintain record of Material Safety Data Sheets for chemicals on site
· Maintain record of building samples such as paint colors, light bulbs, carpet squares, etc. for repurchase
· Manage warranty compliance and records
· Administrative Tasks
· Assist in management of grant applications and paperwork.
· Maintain and update contact information for staff, trustees, suppliers, contractors, etc.
· Maintain and order regular library supplies and facility repair items.
· Serve as the Library District’s Records Management Officer and/or Investment Officer as requested.
· Sort, schedule and maintain records and files according to state regulations including appropriate disposition logs.
· Assist with paperwork involved in the annual trustee election.
· Maintain records of stakeholder required compliance trainings including but not limited to Sexual Harassment, Open Meetings, Public Information, Cyber Security, and First Aid/ CPR.  
· Handle queries regarding district boundaries and sales tax collection to include verification that businesses, construction, and special sales in the district are properly coded.
· Manage Board of Trustees oaths of office, conflict of interest paperwork, meeting agendas and minutes
· Maintain and update Safety Policy and Disaster (Recovery) Plan
· [bookmark: _GoBack]Manage and administer employee benefits to include insurance coverage, retirement accounts, and any garnishments or additional items.  
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