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BOROUGH TREASURER VACANCY

The Borough of Brookhaven is seeking qualified applicants for the position of full-time Treasurer. 

JOB SUMMARY: 

The Borough Treasurer maintains custody of all Borough funds and is responsible for the deposit, investment and disbursement of these monies. The Borough Treasurer plays a principal role in borrowing and is responsible for the payment of salaries and wages, and all required reporting related thereto.  


ESSENTIAL JOB RESPONSIBILITIES:

· Receive all money due to the Borough and deposit the money promptly in a designated depository in the name of the Borough.

· Keeps distinct and accurate accounts of all sums received from taxes and other sources, which accounts shall be open to the inspection of council and any citizen of this Commonwealth. 

· Pays out all money only on direction by the council, upon an order signed by the president of council and the borough secretary. 

· Prepares and maintains detailed financial records related to budgetary matters.

· Annually submits the accounts to the appointed auditor. 

· Preserves the account books, papers, documents and other records of the offices. 

· Performs processing and record keeping duties for the control of employee compensation and benefits.

· Handles employee benefit programs; explains benefits and enrolls employees when they becomes eligible; assists employees in resolving benefit problems by contacting insurance carriers and obtaining information for the employee. 
· Performs any other related duties as assigned or directed by the borough council or borough secretary. 

MINIMUM QUALIFICATIONS REQUIRED:

· Bachelor’s or associate degree in Finance or a related-field, with three to five years progressively responsible experience in bookkeeping, accounting or related field, preferably in a municipal setting. Experience in payroll and/or accounts payable desired. 

· QuickBooks Certification.

KNOWLEDGE, SKILLS AND ABILITIES:

· Ability to maintain financial bonding insurance.

· High level of maturity, integrity and discretion.

· Excellent interpersonal skills in written and oral communication to professionally interact with other employees, residents, insurance representatives, and Borough Council.

· Knowledge of QuickBooks and word processing software. 

· Ability to organize time efficiently and to maintain accurate records. 

· Skilled use of word processing and spreadsheet programs. Experience with payroll and billing software preferred. 

The statements contained in this job description reflect general details as necessary to describe the principal function of this job, the level of knowledge and skill typically required and the scope of responsibility. It should not be considered an all-inclusive listing of work requirements. Individuals may perform other duties as assigned, including work in other functional areas to cover absences of relief, to utilize peak work periods or otherwise to balance the workload. Applicant must submit to criminal background and credit checks. 

Salary commensurate with education and experience. The position includes a competitive benefits package. Interested candidates should send cover letter, resume, and three (3) references to the Borough of Brookhaven, Attention: John Wilwert, Office Manager, 2 Cambridge Road, Brookhaven, PA 19015 or email to john.wilwert@brookhavenboro.com. Deadline to apply is April 19, 2024. Brookhaven Borough is an Equal Opportunity Employer.     
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