
JOB DESCRIPTION

POSITION TITLE



Cash Associate

REPORTS TO:



Controller

PRIMARY FUNCTION: 
Responsible for all cash deposits, vault cash management, and daily balancing and close. Monitor and maintain cash flow for the college, reporting transfers between college bank accounts

AREAS OF RESPONSIBILITY:


1.  Vault responsibilities - Open and close the vault daily.  Monitor vault cash to ensure proper quantities of cash maintained, and communicate cash needs with Assistant Treasurer.  Handle all bookstore and special needs cash requests.

2.  Process deposits, including the counting, coding, and Lawson entry of all cash receipts.

3.  Balance drawer and reconcile daily drawers to Lawson.  Daily reconciliation of AS400 LSR report to student receivable checks received.  Perform daily closing procedures in AS400 and Lawson.

4.  Prepare daily bank deposit. Monitor cash flow by anticipating and recording outgoing money and deposits, tracking bank accounts and cash levels, transferring money to appropriate accounts and ordering enough money to handle all campus cash needs.  Balance daily cash flow schedule with banks and the General Ledger.

5.  Receipting and other banking duties include liaison with the bank for routine transactions and problems.  Handle returned checks including investigating the source, notifying issuer, and recording entries.

6.  Employee cash advance responsibilities include reviewing reimbursements for accuracy and compliance with the college travel policy and IRS rules, and recording, monitoring, and clearing all cash advances.

7.  Monthly reconciliation of daily cash flow schedule to the general ledger and closing out Lawson cash book on a monthly basis after all entries recorded.

8.  Delegate and oversee student workers as they open mail, receipt payments, count and prepare deposits, endorse checks and other duties as assigned.

9.  Counter traffic:  Student counter traffic including receipting payments, processing scholarship checks, account withdrawals and money orders.  Other counter traffic for faculty and staff, including expense report reimbursements, advance requests and returns, questions on Lawson accounts, and other business office transactions.

10.  Processing of student payments into AS400, including mail and wire payments.

11.  Perform other related duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
None

CONTACTS:
Interacts with entire campus community.

EDUCATION: 
Essential:
Two year associate degree in accounting or equivalent desirable work experience


Desirable:
Two year associate degree in accounting

EXPERIENCE:
Essential:



Desirable:
1-2 years experience in accounting/banking industry

KNOWLEDGE, SKILLS, ABILITIES:

· Proficient Microsoft Office User 

· Basic accounting skills 

· Tax laws regarding purchasing & travel

· Basic internal control procedures

· Must be accurate and detail oriented 

· Multi-tasking ability and organizational skills

· Time management skills essential

· Retain a high level of confidentiality

· Good communication skills, both written and oral

· Comfortable with complex uploads and computer transactions 

· Familiarity with Lawson a plus

· Ability to maintain accurate records

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Open office area with noise and many distractions

WORK SCHEDULE:
FTE: 
1.0 full-time


Term:
Full year


Shift:
8:00-5:00 Monday-Friday


APPROVAL:                                                Angie Mathews 

DATE:




March 2009
