 	
Franklin County Clerk of Courts
Maryellen O’Shaughnessy, Clerk
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INTERNAL and EXTERNAL POSTING

Job Title:		Cash Manager
Division:		Office of Fiscal Services (OFS)
Manager:		Shawn Rieder 
Job Posting ID: 	02-FS-16	
Posting Dates:  	Tuesday, October 18, 2016 – Monday, October 31, 2016 11:59 pm
[bookmark: _GoBack]Starting Salary:	$23.02 hourly/ $47,881.60
(Salary commensurate with education and experience)
Responsibilities and Duties:  
· Responsible for all aspects of cash flow and security of monies collected within the Clerk’s office, including analyzing, designing, implementing, and enforcing standardized financial procedures for money collection to insure proper internal auditing controls are maintained throughout the Clerk’s office.
· Prepares annual State and County year-end audits and reconciliations; Monthly bank account reconciliations, including deposits made from credit cards, E File, Remote Deposit Capture, SafeCash and other means. 
· Maintains and manages the Clerk’s multiple outside bank accounts: Operating, Employee Committee, and Court Ordered interest bearing.
· Prepares annual unclaimed funds lists.
· Provides training and support regarding cashiering, balancing, and bookkeeping functions.
· Prepares weekly/monthly financial reports for the Clerk’s Director of OFS, Budget Analyst and Operations Department.
· Serves as lead contact for external audits.

Minimum Qualifications:
· Bachelor degree in accounting, finance or related field and two to four years related experience and/or training; OR equivalent combination of education and experience (5-7 years to include strong knowledge of standard accounting and banking practices, organizational management functioning, internal auditing requirements, and cash handling procedures).
· Knowledge of public/business accounting, finance, and statistical analysis; accounting systems and software applications (e.g.  Excel, Word, Access, SharePoint); public relations/customer service.  
· Ability to plan, assign, and work independently; support strong financial accountability; ensure necessary safeguards are in place; use proper research methods in gathering and analyzing data, establish facts and draw valid conclusions; prepare comprehensive reports containing analysis; provide effective communication; respond to annual audit recommendations; act as ambassador for the agency with other elected and appointed officials; collaborate with co-workers on group projects; respond to general and sensitive inquiries from county or clerk of courts officials.

Healthcare Benefits:  Medical, Prescription Drug, Mental Health, Dental, Vision and Life Insurance
Salary Range: $23.02 hourly/ $47,881.60 annually - $33.38 hourly/ $69,430.40
Please apply online at http://clerk.franklincountyohio.gov/employment/
Contact:  Jamie Belcher		E-mail:  jamiebelcher@franklincountyohio.gov 		Fax: 614-525-4325
EOE
image1.png
ATA
Wy




