
ATHENS COUNTY PUBLIC LIBRARIES 

JOB DESCRIPTION 

 
Job Title:   Deputy Fiscal Officer 

Job Classification:  3 Library Associate 

Title of Supervisor:  Fiscal Officer  

  

PURPOSE OF JOB 

Assists the Fiscal Officer with the fiscal management of library resources and funds, 

following legal and procedural regulations for receiving and appropriating funds, by 

maintaining familiarity with systems and routines used to process appropriations, payroll, 

receipting, spreadsheets, and bank reconciliations. In conjunction with the Fiscal Officer, 

audits and approves invoices, requisitions, and receipts, which are then input into 

accounting software to process payments, produce purchase orders, and keep funds 

updated. In the absence of the Fiscal Officer assures continued day-to-day fiscal 

operations of the library.  

 

ESSENTIAL DUTIES AND RESPONDSIBILITIES  

1. Manages accounts payable functions, including auditing of requisitions and invoices; 

processes invoices and checks for payment; resolves issues with vendors; maintains 

files of accounts payable. 

2. Verifies and maintains time sheets and processes bi-weekly payroll for all library staff 

including filing reports for OPERS, applicable taxes, and other payroll withholdings.  

3. Maintains personnel, payroll, and benefits files and information in compliance with the 

Ohio Revised Code, and all applicable regulations. 

4. Attends, takes minutes of, transcribe, and maintain proceedings of Board of Trustees 

meetings. 

5. Knows, understands, and stays current on the statutory requirements and powers 

authorized for the fiscal administration of the library by the Ohio Revised Code, 

applicable state and federal laws, local regulations, practices and procedures. 

6. Orders and distributes office supplies and maintains supply inventory. 

7. Clerical duties including filing of personnel records, purchase orders, vendor files and 

any other records as needed.   

8. Provides assistance during state audits. 

9. Serves as back up to the Fiscal Officer in her absence to assure the continued day-

today fiscal operations of the library, reporting to the director. 

10. Attends meetings and continuing education opportunities as required. 

11. Performs other duties as assigned. 

 

INTERACTION 

Interaction with staff, patrons, agencies, and vendors 

 



MINIMUM QUALIFICATIONS 

1. High school diploma and at least two years of coursework at the secondary level in 

relevant areas such as business or accounting, or at least two years relevant work 

experience including both secretarial and payroll duties. 

2. Strong proficiency with office software programs, especially accounting systems, 

spreadsheets, and word processing 

3. Must qualify to be bonded 

4. Ability to communicate effectively. 

5. Keyboarding/windows proficiency. 

6. Ability to operate library technology systems, including personal computer, software 

programs and other job-related equipment. 

 

PREFERRED QUALIFICATIONS 

Two or four year degree in business or accounting preferred. 

 

COMPUTER/TECHNOLOGY SKILLS/EQUIPMENT/SOFTWARE SKILLS 

The following is the common technology used in this position and is not all inclusive:  
E-mail, Data Entry, Electronic Resources, Koha ILS, word processing and office 

productivity software, Internet, Laptop with LCD Projector or other library-related software 

applications. 

 

TRAVEL REQUIREMENTS  
Occasional travel required to provide staffing coverage at library locations, and to attend 
meetings and workshops 
 
PHYSICAL DEMANDS  
Nature of work requires an ability to effectively communicate and exchange information, 
collect, compile and prepare work documents operating standard business office 
equipment. Occasional travel by automobile is required for position responsibilities and/or 
training. Manual dexterity and physical ability to perform tasks. (i.e. repeated lifting up to 
35 lbs., continual standing, reaching, bending, and walking). 
 
WORK ENVIRONMENT  
Majority of the work performed in a general office/library environment. Requires 
availability for extended or nontraditional hours as needed to perform job duties. Requires 
periodic participation and attendance at related library events and training.  
 
DISCLAIMER  
The information in this summary indicates the general nature and level of work performed 

within this role. It is not designed to contain or be interpreted as a comprehensive 

inventory of all duties, responsibilities, and qualifications required of employees assigned 

to this position. 


