JOB DESCRIPTION

Department Administration
F Job Title Village Treasurer
%iwn Classification Salary/Exempt
Reports to: Village Administrator
Pay Grade 8

Job Summary

The Village Treasurer performs the statutory duties of the municipal treasurer and is responsible for the
administration and oversight of the Village's accounting and treasury operations. The Treasurer maintains the
Village's financial records, oversees accounting activities, coordinates the annual audit, administers investments
and debt service, assists with annual budget preparation, and ensures compliance with applicable Wisconsin
Statutes, Village ordinances, generally accepted accounting principles (GAAP), Governmental Accounting
Standards Board (GASB) standards, and Village financial policies.

The Treasurer supervises the Deputy Treasurer and works closely with the Village Administrator, Village Clerk,
department heads, auditors, financial advisors, and other governmental agencies to maintain the Village's
financial integrity and provide accurate financial information to support organizational decision-making.

Job Duties

e Maintains the Village's accounting records and general ledger for all governmental and enterprise funds.

e Oversees the Village's accounting operations, including accounts payable and accounts receivable.

e Reviews and approves monthly bank reconciliations and other financial reconciliations.

e Prepares monthly financial statements, budget-to-actual reports, cash flow reports, and other financial
reports as requested by the Village Administrator and Village Board.

e Assists the Village Administrator with development and administration of the annual operating and
capital budgets.

e Provides financial analysis and recommendations to the Village Administrator regarding Village
finances.

e (Coordinates the Village's annual independent financial audit and prepares all required supporting
schedules and documentation.

e Ensures compliance with applicable accounting standards, financial reporting requirements, and internal

controls.

Performs all statutory duties of the Village Treasurer as prescribed by Wisconsin Statutes.

Oversees the receipt, deposit, investment, and disbursement of Village funds.

Administers Village investments in accordance with Village policy and Wisconsin law.

Monitors cash flow and liquidity needs.

Maintains investment records and ensures investments are properly documented.

Coordinates debt service payments and maintains records for all outstanding debt obligations.

Maintains records necessary to ensure compliance with bond covenants and applicable IRS regulations.

Oversees the annual tax collection and settlement process.

Coordinates preparation of the annual tax roll with the Village Clerk, Racine County, and other taxing

jurisdictions.

Oversees the administration of special assessments and special charges.

Coordinates placement of delinquent utility charges and other authorized charges on the tax roll.

Maintains financial records related to impact fees, room taxes, and other restricted revenues.

Ensures required financial reports are submitted to state and federal agencies in a timely manner.



e Supervises, trains, and evaluates the Deputy Treasurer.

e Establishes and maintains sound accounting procedures and internal controls.

Develops and maintains financial policies and administrative procedures as directed by the Village
Administrator.

Serves as a financial resource to Village departments.

Attends Village Board, committee, and other meetings as requested.

Maintains proficiency in the Village's financial software systems and related technology.

Performs other duties as assigned by the Village Administrator.

Physical Requirements

e While performing the duties of this position, the employee is frequently required to sit; talk or hear;
stand, walk; use hands to finger, handle or operate objects, tools, or controls; and reach with hands and
arms. The employee is occasionally required to stoop, kneel, crouch, lift and use a footstool. Must be
able to tolerate fluctuations in temperature while performing duties outside for an extended period of
time.

e The employee must lift and/or move up to 25 pounds. Specific vision abilities required by this position
include close vision, color vision, and the ability to adjust focus.

Requirements - educational, certifications and experience

e Bachelor's degree in Accounting, Finance, Public Administration, Business Administration, or a closely
related field is preferred.

e An Associate's degree in Accounting or Finance combined with substantial municipal finance
experience may be considered.

e Minimum of three years of progressively responsible experience in municipal accounting, treasury,
finance, or governmental accounting.

e Wisconsin municipal finance experience is strongly preferred.

e Experience preparing financial statements, annual audits, budgets, tax collections, and governmental
accounting records is preferred.

e Supervisory experience is desirable.

e Completion of the Wisconsin Municipal Clerks & Treasurers Institute (CTI) and/or certification through
the Municipal Treasurers Association of Wisconsin (MTAW) is preferred.



