DISTRICT TREASURER
DUTIES AND RESPONSIBILITIES

Nature of Work
The Treasurer, elected at the Annual Meeting, is in charge of and responsible for the administration of the district’s financial resources to ensure the availability of adequate liquid assets to pay obligations as they become due as specifically provided for by law, by the special act, or by the district’s bylaws. Overall, the treasurer serves as the district's cash manager.  In this role, the treasurer maintains custody of all district funds and has responsibility for the deposit, investment, and disbursement of these monies. In addition, the treasurer has a principal role in district borrowing.
Responsibilities include the custody, collection, disbursement, and investment of district funds.   Work involves cash management; supervising the collection of district funds; issuing bonds and notes; maintaining liaison with banks, and the general public; disbursing funds to cover expenditures; and preparing and administering the district’s budget.  Work is performed under the direct supervision of the prudential committee in accordance with the Special Act and general laws. It requires initiative, judgment, and the ability to work effectively and independently with the public and other officials.  Work is reviewed through observation, verification, and fiscal audit.  This position performs all duties required by district enabling legislation and state statute.  
Essential Duties and Responsibilities

The Treasurer supervises and is responsible for disbursement of all monies, which includes payroll; maintains fiscal control over all expenditures to ensure budget appropriations are met. 
Forecasts district revenues to assist the prudential committee in monitoring and developing the districts budget.  Oversees the tax lien process and maintains a list of delinquent taxpayers.  Manages cash investment of district funds.  Monitors district funds, contacts local banks for current interest rates, determines amount to be invested in certificates of deposits, repurchase agreements, and other investment tools.  Tracks interest earned; issues bonds and tax anticipation notes. 
Monitors the balancing of bank statements for all accounts.  Maintains financial records and additional information regarding the financial status of the district as needed by the prudential committee and prepares a financial report for the annual meeting. 
Prescribes the methods of accounting and forms so that such methods and forms shall conform to the requirements of the State Accounting System.
Administers deposits and transfers.  Prepares and administers the operational budget.  
Draws all warrants for the payment of bills, drafts, and orders chargeable to the appropriation accounts.

Establishes standard practices relating to all accounting matters and procedures and office methods, records, reports, and procedures as they relate to accounting matters. Prepares and issues rules and regulations and instructions relating thereto that shall be binding upon all district officers and employees.
Maintains custody of stabilization funds.
Serves as custodian of various financial documents, such as insurance policies, fidelity bonds of other officials, and deeds to all district property acquired by deed.

Advises district officers and other officers concerning the financial condition of the district, providing factual information upon which appropriating and budgeting decisions may be made.

Bears responsibility for the closing and reconciliation of all books and accounts in the treasurer’s office, including the cash book, warrants (including vendor, payroll, and special warrants), bank accounts (checking accounts, trust funds, and bond and coupon accounts), insurance programs, retirement funds, debt records, and tax title accounts.

Serves as the accounting officer for the district and will submit the prescribed statement of financial position, or “balance sheet,” dated as of the close of business on June 30th.  The Massachusetts Department of Revenue Bureau of Accounts certifies a community’s free cash until after this report has been submitted.

PERIPHERAL DUTIES
The district treasurer should have a thorough knowledge of the principles and practices of municipal accounting, and knowledge of principles and practices of municipal cash management. 

The district treasurer should have the ability to exercise judgment and initiative in analyzing and evaluating accounting problems in developing or recommending modifications and improvements in existing financial management procedures. 

The district treasurer should possess the ability to exercise judgment and initiative in analyzing and evaluating the state of district funds and making appropriate investments.  Additionally the treasurer needs to be able to interact with the town of Becket’s treasurer, assessors and tax collectors and to establish and maintain effective work relationships with the prudential committee and the public. 

DESIRED MINIMUM QUALIFICATIONS 
Education and Experience:  
(A) Graduation from college with degree in administration, business administration, or financial management/accounting, and  
(B) Two (2) years of related experience; or 
(C) Any equivalent combination of education and progressively responsible experience, with additional work experience substituting for the required education on a year for year basis. 

Necessary Knowledge, Skills and Abilities: 

(A) Working knowledge of the principles and practices of modern public administration; extensive knowledge of office practices and procedures; thorough knowledge of modern records management techniques.   Thorough knowledge and understanding of the state statutes relating to the duties and responsibilities of the treasurer.  

(B) Skill in operation of computers, word processing, spreadsheet and database and accounting software and related peripheral equipment;  
(C) Ability to accurately record and maintain records; ability to establish and maintain effective working relationships district officials and the public; ability to communicate effectively verbally and in writing; ability to plan, organize, and complete financial accounting tasks. 
SPECIAL REQUIREMENTS 

(A)   Must be bondable; 

(B)   Valid State Driver's License, or ability to obtain one; notary public certification is desirable.

Term of Office 

The Treasurer is elected and serves a three-year term of office. The treasurer must swear to faithfully perform the duties of the office.

Bonding
A treasurer must obtain a performance bond, in an amount set by the prudential committee, but not less than the minimum amount established by the Commissioner of Revenue through the publication and distribution of a Bond Amount Schedule.  This schedule lists ranges of amounts of money handled and the corresponding minimum bond amounts required.

Annually, the district treasurer must calculate the approximate amount of money from all sources the treasurer will handle during the year, determine the range in which that amount occurs, and obtain a bond in at least the minimum amount for that range.  If the chief executive officer of prudential committee has set a higher amount, the treasurer must obtain a bond in that higher amount.

If the treasurer is not bonded within ten days of election or appointment, the prudential committee shall declare the office vacant in accordance with the provisions of the special act and district bylaws.

