
 Village of Mount Gilead 
 

Position Description – Fiscal Officer 
Employment Status – Full Time 
FLSA Status – Exempt 
Reports to: Mayor 
Appointment Approved by: Village Council 
 
 
QUALIFICATIONS 
 

1. Secondary education or equivalent years of experience 
2. Five (5) years of experience in governmental fiscal operation or auditing 
3. Required to meet the requirements to be bonded 
4. Must possess a valid Ohio driver’s license 
5. Willing to undergo a credit report and background check 

 
GENERAL DESCRIPTION  
 
Under general direction of the Mayor, shall perform the duties described by law for a Village Clerk 
/ Treasurer and any other duties consistent with the nature of the position. Will cooperate with the 
Village Administrator and perform related clerical and administrative duties; prepare, file, and 
maintain records; prepare and monitor line item budgets for each account; oversee the issuance of 
payroll checks; handle finance and tax issues; maintain contract records and certify the required 
funding; maintain the Codified Ordinance books; attend all Village Council meetings, attend 
various Village committee meetings  as requested, and attend other meetings when requested. 
 
EQUIPMENT OPERATED 
 
Computer with Word, Excel and Adobe programs; typewriter, calculator, copier, scanner, fax, 
telephone system, and motor vehicle. 
 
WORKING CONDITIONS 

 
1. Ability to lift and carry 25 pounds 
2. Handling materials and supplies  
3. Ability to receive supplies, sort and store materials and keep the assigned 

workspace in an orderly state 
 
ESSENTIAL FUNCTIONS OF THE POSITION 
 

1. Reviews and maintains notes, loans and bonds; prepares financial information for applying 
for loans and bonds; files loan payments for projects with the appropriate agencies; certifies 
funds are available to issue purchase orders when necessary; maintains a cash journal, 
receipts, and appropriation ledgers for all funds and transactions; prepares a list of bills for 
Council approval and upon approval, issues payment of bills; oversees the issuance of 
payroll disbursements, withholding deductions (including insurance, retirement, taxes, and 
voluntary deductions); forwards payment of the funds withheld and maintain payroll 
records; prepares and submits all tax and retirement forms as required by law and 
retirement systems; performs collection of monies received (including taxes, contract fees, 



grants, etc.)  and records all funds deposited into Village account(s); collects all monies 
due to the Village; maintains all financial records; prepares financial information for 
applying and follow-up of grant award as requested, including filing of grant payments for 
projects to the appropriate agencies; maintains records of grant awards. 

 
2. Files all valid worker’s compensation claims; maintains records of all claims; coordinates 

information with brokers to reduce premium costs to the Village; works with medical 
providers to manage claims. 
 

3. Prepares and files annual reports with the County Auditor’s Office (including assessments 
report, estimated resources report, and the annual appropriations report); continues 
monitoring the assessments, receipts and appropriations throughout the year and amends 
as required; completes an annual financial report and file it with the State Auditor’s Office 
at the end of each fiscal year; maintains all Village records required by law and as 
appropriate ( assessments, annexations, contracts, easements, vehicle titles, property titles,  
and etc.) 
 

4. Carries out administrative duties as directed by the Mayor and/ or as requested by Council; 
responsible for the preparation of the Council agenda and records of the previous meeting 
as well as various information for Village Officials; prepares statutory notifications of all 
public meetings; prepares reports as requested by  the Village Administrator ( i.e. financial 
summary reports, wage/salary comparisons, etc.); works closely with Village Officials, 
Village Solicitor, Village Administrator, Contractors on projects to maintain the required 
prevailing wage reports, maintains and updates Village inventory records; tracks project 
and equipment expenses; prepares reports of expenses as requested. 
 

5. Receives proposals bi-annually on any monies available for investment; maintains records 
of investments; monitors the Village funds available for investment and monitors the 
markets of the best interest rates; reconciles with the lending institutions, the utility funds, 
income tax funds, recreation board, and other funds as appropriate. The Fiscal Officer shall 
be responsible for maintaining the solvency of the Village funds. 
 

6. Responsible for the Village human resources information (i.e. training, certifications, 
performance evaluations, wage increases, etc.) ; coordinates annual drug /alcohol testing; 
prepares new hire information; prepares retire/resignation forms; verifies employee 
information by requested agencies (i.e. bank loans, government agencies, etc.); prepares 
and provides annual evaluation forms for supervisors; maintains vacation, sick leave, and 
personnel day balances; monitors health insurance benefits and annually seeks completive 
coverage and benefit packages; attend insurance meetings as appropriate to maintain the 
current information regarding the Village insurance coverage; direct employees and their 
dependents with health insurance  matters to the appropriate contacts at the insurance 
provider. 
 

7. Supervises the income tax collection, serves as a back-up to the tax office personnel, takes 
customer calls and provides information when requested or when the income tax clerk is 
out of the office; prepares the income tax budget, attends County budget meetings on behalf 
of the Village, presides over the Income Tax Board of Review, coordinates audits with the 
State Auditor’s Office, Utilities Office, Income Tax collections, in order to provide records 
and information to assure legal compliance. 
 



8. Prepares contracts including bank, Recreation Board, rental agreements, mutual aid 
agreements, etc.; maintains records of all contracts and agreements; prepares ordinances, 
resolutions, and Contracts; presents ordinances, and resolutions to council and certifies 
them with proof of publication; upon authorization, signs contracts on behalf of the Village; 
maintains contract records and certifies the availability of funds for all contracts; maintains 
appropriate confidentiality at all times; coordinates the publication of legal notices for 
bidding advertisements and maintains proof of publication, maintains records of all bids 
received or placed by the Village. 
 

9. Manages the village’s property and general liability insurance coverages (including 
updating coverage changes, corresponding with claimants, filing claims, etc.) 
 

10. Complies with public record requests in a timely manner. 
 

11. Attends committee meetings as appropriate, provides pertinent information to Village 
Officials as needed and requested; attends Council meetings, records the meeting minutes, 
and maintains the approved meeting minutes; provides notification of meetings to the local 
press; provides pertinent information to the Mayor, Village Administrator, and Council 
members; assists in preparation of Council packets. 
 

12. Serves as the Public Records Officer, prepares records for disposal, generates and requests 
authorizations for records disposal, coordinates record disposal; and annually reviews 
agreements in order to maintain the appropriate records and agreements. 
  

13. On behalf of the Village Elected officials, attend the Ohio Bureau of Worker’s 
Compensation Program, and attend other training, workshops, and seminars related to the 
functions of the position and/or as directed by the Mayor 
 

14. Demonstrates regular and predictable attendance ( this position is created as a 40 hour per 
week position) 
 

OTHER DUTIES AND RESPONSIBLITIES 
 

1. Performs other duties as directed by the Mayor 
 

2. Attends workshops and/or seminars related to the duties performed 
 

 
MINIMUM ACCEPTABLE CHARACTERISTICS 
 
Possess knowledge of: 
 
Village policies and procedures; general office practices and procedures; generally accepted 
accounting practices; document preparation; public relations; records management; prevailing 
wage procedures; inventory control; bookkeeping; purchasing; Village insurance requirements; 
personnel records; Public Records requirements; customer service practices and procedures; 
budgeting, auditing; finance; Ohio tax codes; payroll practices and procedures; government grant 
programs; media relations; English grammar and spelling; employee benefits administration; 
supervisory principles and practices. 
 



Display skill in: 
 
Computer operations using Word, Excel, Adobe, scanning and saving electronic files 
 
Demonstrate the ability to: 
 
Interpret policies, procedures, and regulations; carry out detailed and basic written or oral 
instructions; deal with problems involving several variables within familiar context; define 
problems, collect data, establish facts, and draw valid conclusions; accurately add, subtract, 
multiply and divide, calculate fractions, decimals, and percentages; accurately copy materials, 
recognize spelling and grammatical errors; exercise independent judgment and discretion; read, 
copy, and record figures accurately; compile and prepare reports; respond to routine inquiries from 
public officials; develop and maintain effective working relationships, maintain the appropriate 
confidentiality of matters and information  
 


