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LILLIE M. EVANS LIBRARY DISTRICT
Position Description
Job Title:
Office Manager/Bookkeeper
Classification:
Non-Exempt
Summary:
The Office Manager/Bookkeeper is a part-time position with regularly scheduled hours per 

week, occasional evenings and some Saturdays plus fill in as relief for staff vacation and sick leave.

Supervised by:
Library Director and/or designated authority
Supervises:
(None)
Interacts with:
Community and staff
Responsibilities and Job Functions:

Bookkeeping duties

· Processes invoices and maintains the bookkeeping records in the expenditures system
· Records and deposits all Library revenue and maintains all receipts and balances
· Prepare and disburse payments to vendors
· Compiles monthly statistics and reports
· Determines payroll liabilities by calculating employee federal and state income and social security taxes and employer's social security, unemployment, and workers compensation payments

· Prepares all tax returns and forms (including W2s) for the LME Library

· Maintains payroll information by collecting, calculating, and entering data 

· Manages workflow to ensure all payroll and bookkeeping transactions are processed accurately and timely

· Prepares payroll journal entries and IMRF reports

Technical Services Responsibilities

· Orders all book and non-print materials for library
· Handles vendor communications regarding returns and order problems

· Searches for MARC records and creates brief records in the RSA database when necessary

· Updates holding records information in the RSA database
· Monitors patron records that are in arrears and maintains files for lost items
· Runs RSA system reports in Director’s Station, WebReporter and Blue Cloud Analytics when necessary
· Performs related work when required and covers the front desk when needed

And other duties as assigned by Director.

Qualifications and Requirements:
Education and Experience:

High school diploma or equivalent required.  Computer skills required. Bookkeeping or accounting course work and experience desired.  Previous library experience desirable.
Knowledge, Skills, and Abilities:

· Basic computer skills and working knowledge of Microsoft Office software
· Ability to learn integrated library software and bookkeeping software
· Recognition of MARC bibliographic formats and familiarity with MARC records coding

· Ability to exercise initiative

· Excellent customer service skills and telephone etiquette
· Communicates effectively in English, both orally and in writing

· Ability to work in a fast-paced, team environment
· Ability to display high levels of attention to detail
· Ability to maintain confidentiality of patron records

Physical Demands:

The work requires some physical exertion such as long periods of standing; recurring bending, crouching, stooping, stretching, reaching, or similar activities such as climbing up and down a ladder to retrieve and replace books; recurring lifting of moderately heavy items such as boxes up to 35 pounds above the waist; pushing carts (on wheels) of up to 100 pounds; and repetitive use of the wrist, forearm, and hands.
Work Environment:

The work environment involves everyday risks or discomforts requiring normal precautions typical of such places as offices, meeting and training rooms, libraries, residences, i.e., use of safe work practices with office equipment, avoidance of trips and falls, observance of fire regulations, etc.  The work area is adequately lighted, heated, and ventilated.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the position.  The noise level in the work environment is moderately quiet.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.
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