HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Cashier II


Class Number:

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Non-Exempt




Supervisor Class #:

Reports to:  Court Administrator


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


This is supervisory cash processing and advanced clerical accounting work in overseeing the probate court cashiering operations.


Work involves cash processing and related clerical accounting work for high volume cash flow.  Work also includes the recording and bookkeeping for monies received or disbursed.  Duties include posting and proving, classifying documents, and preparing prescribed financial statements and reports.  

Essential Functions

· Maintains all case financial records in an accurate and secure manner

· Receives money from financial transactions of the courts and it recipients

· Collects fees and fines when applicable to the department

· Traces transactions through various steps and processes to locate discrepancies

· Applies operating procedures and guidelines to facilitate completion of assigned work activities

· Interprets operating procedures and guidelines to resolve unusual work problems and situations

· Maintains journals, registers, and control reports relating to the expenditure system

· Applies established bookkeeping techniques to maintain, adjust, and/or balance a number of accounts

· Analyzes and classifies transactions and items by researching source documents and appropriate guidelines to determine appropriate transaction and item codes, funding sources, and record keeping requirements

· Compares various transaction summary reports with appropriate ledgers to ensure accuracy and appropriateness of entries, and to determine and prepare necessary adjustments

· Compiles, prepares, and maintains monthly and yearly financial reports

Marginal Functions

· Answers telephones, types reports; responds to inquiries from staff and the general public

· Performs related work as required
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Positions Supervised

· One

Knowledge, Skills and Abilities

· Knowledge of the principles, methods, and practices of bookkeeping and audit

· Knowledge of departmental bookkeeping and cashiering procedures and regulations

· Ability to supervise and train employees

· Ability to keep neat and accurate records

· Ability to perform mathematical computations rapidly and accurately

· Ability to sit continuously at a computer terminal for periods of two hours

· Ability to operate standard office equipment including copier, computer, printer, typewriter, work processor, and adding machine

· Ability to reach into file drawers in standard four-drawer filing cabinets

· Visual ability sufficient to effectively operate office equipment including copier, computer, etc; to read small print and prepare reports, correspondence and instructions

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

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

· Ability to stand for at least one hour continuously at counter, operate computer and assist public quickly and effectively
Working Conditions

· Business office setting; moderate noise

Physical Demands


Significant amount of standing, walking, sitting, talking, listening, and reaching with hands and arms.

Communications


Conveys and receives information; counts money for customers
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Qualifications


Any combination of training and work experience which indicated possession of the skills, knowledge and abilities listed above.  An example of an acceptable qualification for this position is:  high school or business school graduate with emphasis in commercial bookkeeping, auditing, and accounting courses; six years of experience as a bookkeeper.

Licensure and Certification Requirements


None.
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