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The following position is now open:

Business Manager/Accountant

This position provides primary oversight for administrative operations in the areas of
accounting, finance, budget, purchasing, accounts payable, payroll, business insurance
and facilities.

Essential duties and responsibilities to include:

Responsible for management and investing of all library funds, as directed by the
Library Board. Responsible for accounting and financial reporting functions for Library,
including annual audit. Responsible for the preparation of yearly Library budget and
budget analysis. Assists with answering budget questions from Managers and the
Board. Assists Library Director with general oversight of operating budget. Assists
Library Director with financial data for annual Public Library Survey. Manages all grant
and special project funds, including e-rate. Assists with monthly payroll. Prepares
quarterly and annual payroll tax filings. Assists with maintaining all business files.
Handles all office, library and furniture purchase requests. Prepares and disseminate
RFQs and RFPs for facilities and expansion projects. Attends Board of Trustees
meetings and presents financial reports. Business Insurance contact and co-contact
with H.R. and Director for health insurance. Works in conjunction with the Library
Director to be responsible and oversee the physical plant maintenance and services.
Responsible for budgetary oversight of expenses related to physical plant, maintenance
and general business overhead. Primary administrator for timekeeping software.
Works closely with the Business Office/Human Resources Coordinator in the
daily/monthly accounts payable and payroil functions. Supervises Maintenance
Manager and Administrative Assistant. Actively pursues continuing education
opportunities, reads professional journals and keep informed of the latest developments
in the field; participates in professional organizations.

Education and Experience

Bachelor's degree with major in accounting, finance or related field. Three to five years
accounting experience. Experience in governmental accounting preferred. Library
experience desirable; facilities management experience preferred.

Annual Salary Range
$45,000-$55,000

Please submit resume and cover letter by May 20, 2022 5:00 p.m. Missouri River
Regional Library is an equai opportunity employer, committed to diversity, M/F/D/V.
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