Southwest Michigan Library Cooperative

Job Title: Bookkeeper
Reports to: Director
GENERAL SUMMARY
Performs a variety of financial duties, as well as general office and clerical routines.  Represents the co-op to members and general public in telephone contacts.  Initiative and responsibility are necessary.  This is a full-time position.
FINANCE

Under supervision of the Director performs the following:

Assists the Director with budget preparation and financial reporting.  Keeps detailed summary of cooperative finances.  Manages accounts receivable and accounts payable, Manages office and pass through purchasing.  Maintains paper and electronic files for all financial operations.

Manages payroll, fringe payments and tax deposits, and tracks sick and vacation time. Prepares bank deposits and balances bank accounts. Manages petty cash and secures signatures for bank accounts.
Provides financial analysis as requested, and assists with USF application.  Prepares materials for audit, schedules audits, and assists auditors.
Maintains detailed records of and prepares financial reports for grants and contracts.  

OFFICE MANAGEMENT

Responds to member requests.  Types correspondence, forms, applications, and reports as requested.  Maintains cooperative files, print and electronic, including document review and storage to meet grant and record retention requirements.

Keeps statistical records for the Cooperative.  Receives and reviews monthly reports, compiles statistics into monthly, quarterly, and annual reports for the Cooperative.  Compiles data for the Cooperative and for State Aid reports.  
Answers telephone inquiries and refers appropriate calls to the Director.  Represents the Cooperative during absence of the Director.  Serves as receptionist for visitors to Cooperative office.  Sends notices of meetings and agendas.  Distributes copies of official minutes and maintains office file of official minutes of meetings.

Assists members with information on current discount purchasing programs of the Cooperative.  Maintains office supply inventory.  Maintains appearance of cooperative office.  Sorts delivery and supervises building staff.

CONTINUING EDUCATION
Prepares and distributes workshop materials.  Prepares and/or reproduces training materials.  Receives and records reservations for training sessions and sends confirmations.  Makes room and meal arrangements.  Tabulates evaluations and prepares a summary. Keeps attendance records and secures, prepares and distributes CEU certificates.

Other duties as assigned.

EDUCATION AND EXPERIENCE
Demonstrated facility with the English language in oral and written communication.  Demonstrated skill or training in typing, computer usage, and financial software, and standard office equipment.

SKILLS AND ABILITIES
Ability to type 50 words per minutes; ability to work flexible schedule if needed; interest in expanding knowledge and skills; ability to file accurately and to keep work organized; ability to work independently with attention to detail, follow procedures consistently, and to set and change priorities for daily work; ability to communicate effectively in person, in writing, and on the telephone; ability to keep accurate financial accounts and to be bonded; ability to take accurate minutes at meetings; and ability to establish and maintain effective, pleasant, and enthusiastic working relationships with co-workers, member librarians, and the public.
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