HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Business Services Officer


Class Number:

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Non-Exempt




Supervisor Class #:

Reports to: 


Civil Service Status:  Unclassified

Pay Range:


Employment Status:

Probation:


Lunch:  Established hour (1 hour 

Work Hours:  8:00 A.M. – 4:00 P.M.


Unpaid at discretion of supervisor)

______________________________________________________________________________

Nature of Work in this Class


Under general direction, monitors annual budget for area of responsibility; monitors all purchases, processes bills for payment, coordinates court financial operations with other various County Business Offices; maintains various bookkeeping, financial and operational records.

Essential Functions


Maintains accounting records reflecting appropriations expenditures for the general fund; prepares budget reports relating to purchasing, requisitions, invoices, vouchers, revenue and deposits.


Oversees and controls departmental purchasing function; prepares and submits purchase requisitions and advice for payments; maintains related records; analyzes reports detailing departmental expenditures.


Maintains bookkeeping records reflecting departmental financial ledgers, monies received and business transactions.


Maintains records to document departmental activity, enters financial document information; keeps continuous record of departmental budget accounts; compares activity with prior years.


Maintains records regarding contractual service agreements and payments.


Conducts the annual inventory of court equipment and furnishings.


Performs accounting and maintains budget information for the special funds of the probate court including 1) automation, 2) conduct of business, 3) indigent guardianship, 4) computerized legal research and 5) victims of domestic violence fund.


Prepares various fiscal, state, accounting, etc. reports for distribution; balances line items, prepares quarterly reports for Directors and supervisors.
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Marginal Functions

· Prepares information required for budget reviews

· Performs related work as required

Positions Supervised

· None

Knowledge, Skills and Abilities

· Knowledge of budgeting.

· Knowledge of government structure and process.

· Knowledge of bookkeeping.

· Knowledge of departmental policy and procedures.

· Knowledge of computer operation and techniques.

· Ability to gather, collate and/or classify financial information.

· Ability to maintain accurate records.

· Ability to prepare reports.

· Ability to calculate fractions, decimals, and percentages.

· Ability to develop and maintain effective working relationships with associates, supervisors and general public.

· Ability to define problems, collect data, establish facts and formulate valid conclusions.

· Hearing ability sufficient to hold conversation with other individuals both in person and by telephone

· Visual ability sufficient to effectively operate office equipment such as copier, computer and printer; to read and write reports, correspondence, and instructions

· Speaking ability sufficient to communicate effectively with other individuals in person and by telephone

· Freedom from mental disorders which would interfere with performance of duties as described

Working Conditions

· Business office setting; moderate noise
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Physical Demands


Work involves a significant amount of sitting, talking, listening and reaching with hands and arms.

Communications


Conveys and receives information in person and telephone with staff, attorneys, and the general public.

Qualifications


Graduation from a four year college or university with major coursework in accounting or finance and considerable experience in governmental budgeting and accounting.

Licensure and Certification Requirements


None.
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