[ MONTROSE REGIONAL
LIBRARY DISTRICT

Position Title: Bookkeeper Department: Administration
Reports To:  Director Status: Non-Exempt
Supervises:  N/A Date: August 31, 2026

Summary of Function:

Handles all of the bookkeeping and tracking of monies for the Library District. Assists the
Director and Assistant Director with correspondence, projects, surveys and other duties as
assigned. Responsible for organization and management of the audit, records retention and data
collection.

Job Functions:

Responsible for accounts payable.

Prepares bi-weekly payroll including retirement, vacation and sick leave calculations.
Maintains payroll records.

Prepares financial reports for Board of Trustees, Accountant, and Director.

Monitors and addresses cash flow needs of the District.

Makes various bank deposits.

Reconciles bank statements.

Balances cash register receipts.

Maintains petty cash.

Maintains personnel files.

Maintains workmen's compensation.

Maintains records of donor and memorial fund contributions for the District and Libraries
of Montrose County Foundation.

Performs bookkeeping services for the Foundation.

Collects and prepares materials for the yearly audit.

Prepares financial information for Public Library Annual Report, Statistical annual report
and other reports and surveys.

Seeks opportunities for professional development.

Participates in staff meetings and trainings.

Performs all other duties as assigned.

Qualifications:

Bachelor’s degree from an accredited college or university in a relevant field is required.
Minimum three (3) years’ experience or training in bookkeeping is required. Will
consider equivalent combination of education and experience.

Strong organizational skills.

Knowledge of Quickbooks and Microsoft Office applications, and related technologies is
required.

Ability to communicate effectively.

Able to build strong working relationships, internal & external to the organization.



¢ High level of interpersonal skills and integrity.

e A flexible team player with the ability to work successfully in a changing environment.

e Ability to perform all duties and responsibilities in a timely and effective manner in
accordance with policies, programs, and guidelines to achieve the overall objectives of
the position.

¢ Passionate about the mission of public libraries. Comfortable with the principles of
intellectual freedom.

An individual in this position must be able to successfully perform the essential duties and
responsibilities listed above. Reasonable accommodation may be made to enable individuals
with disabilities to perform the essential functions of this position.

Working Environment:

Hectic or demanding situations.

Varied schedule, including evenings and weekends, which may change periodically.
Frequent interruptions with maximum flexibility required.

Occasional travel may be required.

The Montrose Regional Library District is an Equal Opportunity Employer.



