· Prepare bills to be sent.
· Code all bills with vendor numbers and accounts from which they will be paid from
· Prepare a check request form and send to Library Treasurer.
· When checks are received check amounts on check against invoice making sure invoice numbers match.
· Keep all bill files up to date, retaining records according to New York State record retention policies.
· Prepare for periodic audit checks. 
· Order books and supplies for library and check in against packing slip when received. Check packing slips against invoice when invoice is received to be sure there is no over-billing.
· Open, organize and prioritize all mail.
· Prepare confidential union documents for labor relations meetings.
· Prepare confidential materials for union negotiation sessions.
· Advise on budget preparations, effectively anticipating approaching and future problems.
· Prepare daily money drawer making sure correct amount is in the drawer.
· Account for all money received within the library.
· Copier money.
· Money for fines and lost books.
· Any other money received for various other reasons.
· Send money received to Library treasurer.
· Keep financial books up to date.  Make sure the weekly budget reports and warrants are filed.
· Assist in preliminary budget preparation
· Type and file all budget transfers.
· Time sheets:
· Type weekly time sheets for all full time staff.
· Document and monitor sick, vacation, personal, and holiday time off for staff
· Collect and check all time sheets for part time employees every two weeks, checking for accuracy.
· Document and monitor vacation time for part time staff.
· Maintain personnel records for all staff and prepares annual personnel report.
· Keep all personnel files up to date.  Making sure all necessary forms have been filled out.
· Train and orient all employees in timekeeping and time off sheets.
· Prepares and implements programs during the year, and assists others with refreshments for programs.
· Must be able to work with Microsoft Windows, Word, and Excel.
· Must be computer literate
· Work one desk shift, at least once per month.
· Answer phones as necessary.
· Does related work as required.
· KEEP ALL INFORMATION STRICTLY CONFIDENTIAL.
· Serves as back up for director in their absence for all incoming information.
· Assists in preparation of disciplinary memoranda.
· Sole employee with authorization to access confidential information on director’s PC

