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TOWN OF BERLIN
		              JOB DESCRIPTION



Job Title:  Bookkeeper/Administrative Secretary II

Function:  Under the direction of the Library Director, performs bookkeeping, clerical and secretarial work of a responsible nature for the library.  Assists the Library Director with administrative and business tasks.

Typical Duties, Responsibilities, Tasks and Assignments:
· Accounts for money received by Circulation and Reference Departments and Friends of the Library and remits to proper financial officers.
· Prepares and submits purchase order requisitions for approved orders and subsequent invoices for payments, according to established Finance Department procedures.
· Prepares agenda items for Council meetings.
· Maintains accurate and up-to-date records of library finances and business transactions, including but not limited to information on orders, payments, budget account activity and balances, as well as gifts received and expended.
· Maintains museum passes regarding renewals, deletions and payment.
· Serves as the recording secretary for Library staff meetings, transcribing and distributing minutes in a timely fashion.  
· Reviews weekly payroll for accuracy and authorization by the Library Director, and ensures timely submission to Payroll.
· Orders library materials and supplies.  Verifies completeness of order upon arrival and checks in new material.  Serves as liaison with vendors, contacting them as necessary for credits, corrections, errors, replacements, and/or returns.
· Controls distribution of office supplies and time cards.
· Sorts and distributes library mail.
· Obtains and maintains certification as Notary Public and Passport agent.
· Prepares monthly financial reports for the Library Board of Trustees.
· Schedules the use of meeting rooms, provides Library Custodians with weekly reservation information to ensure proper room set-ups, prepares room schedule notices for public. 
· Prepares monthly and annual statistical reports of library activity.
· Maintains master key board for the building.
· Performs other duties as assigned.

Special Skills and Requirements:
Associates degree with a minimum of two years’ experience preferred.  Must possess a thorough understanding of general business and office procedures, including bookkeeping and purchasing/receiving functions.  Possesses a thorough working knowledge of computers, with the ability to perform word processing, create and use spreadsheets, and use email.  Must be able to understand and interpret library policies, procedures, and rules.  Must be able to work independently as well as part of the library team.  Requires the ability to keep records accurately and to organize work for efficient use of time.  Interacts courteously and effectively with the public, with the library's business contacts, and with other staff.  

Union Affiliation:  White Collar, Category V
Hourly rate:  $24.35; 35 hour week; benefit eligible


This job description of the job is for identification and administrative purposes only.  It is not intended to be a complete statement of all duties, 
which may be assigned by the supervisor according to varying needs.
Revised 12/2016
image1.jpeg




