
City of Douglass 

Position:  City Treasurer 
 
 
Position Summary:  Under the supervision of the City Clerk/Administrator, the City Treasurer is a non-
exempt position under FLSA.  This position is considered part-time and works 30-35 hours per week, 
unless there are special circumstances (audit/budget preparation, event planning and implementation, 
etc.) This position is responsible for keeping records of money deposited in each fund and those funds 
balances.  The City Treasurer is also responsible for producing financial statements on a monthly basis 
and keeping track of the city’s bonded indebtedness.  This employee should possess excellent 
mathematical and analytical skills, as well as communication, organization and public relations skills.   
 
Essential Functions:   

 Reconciles monthly bank statements with the city’s general ledger 

 Compiles financial records monthly 

 Prepares general ledger journal entries, including single, repetitive and year-end transfer entries 

 Maintains deposit and disbursal spreadsheets 

 Maintains monthly budget analysis, including revenue, expense and treasurer’s reporting 

 Prepares accounts payable and payroll for review and approval 

 Works with auditors during annual audits and budget preparation 

 Attends Planning Board Meetings and serves as the secretary to the board 

 Tracks sales tax reports and pool income, expenses, petty cash, etc. 

 Prepares annual summary reporting on a variety of data 

 Answers and directs phone calls 
 
Marginal Functions:  

 Addresses customer questions/complaints in a professional manner;  

 Receives customer’s utility and court fine payments 

 Assists with monthly utility billing 

 Performs various office functions on an “as needed’ basis 

 Performs other duties as needed and requested by the City Clerk/Administrator 
 
Position Requirements:  
 
Experience:  One to three years of similar or related experience is required.  The employee is expected 
to have obtained the necessary knowledge and skills in approximately one (1) year from being hired.  
 
Education:  A degree in the field of accounting or bookkeeping is highly preferred.  
 
Technical Skills:  A thorough knowledge of office procedures, accounting/bookkeeping principles and 
mathematics is required.  Proficiency in the use of calculators, computers, computer software, fax 
machines, phones, printer and copy machines is also required of the person in this position.  The ability 
to follow departmental policies and procedures, and to interpret written instructions, proposals, reports 
and financial statements is required.  This employee must possess excellent organizational, analytical, 
public relations and oral/written communications skills.  
 



Problem solving:  Some independent problem solving is involved with this position.  The employee must 
find the cause of any discrepancies between funds and general ledger accounts with many interruptions 
and distractions.   
 
Decision Making:  Some independent decision making also exists for this position.  The employee must 
be able to devote the proper amount of time to the tasks at hand to complete them without error and 
when they are needed.  The City treasurer must also determine which reports go to whom and ensure 
that all deposits are made to the proper accounts.  
 
Supervision:  This employee does not have supervisory responsibility over other employees and receives 
occasional supervision from the City Clerk/Administrator.  
 
Financial Accountability:  This employee is responsible for city equipment and resources, but are not 
able to make purchases without prior approval.  The position is required to be bonded and the Treasurer 
is responsible for revenue generation and expenditure control.  The City Treasurer participates in the 
annual budget process.  
 
Personal Relations:  The City Treasurer interacts on a daily basis with other employees, supervisors and 
the public.  The employee interacts on an as-needed basis with the city’s elected officials.  
 
Working Conditions:  No adverse working conditions exist for this position.  Nearly all work is performed 
indoors and involves reading/interpreting instructions, accounting principles, problem solving and 
analyzing reports.  
 
Physical Requirements:  Physical activity associated with working in an office environment is required to 
perform the daily duties of this position.   
 
The specific statements in each section of this position description are not intended to be all inclusive.  
They represent typical elements and criteria considered necessary to successfully perform the job.   


