TOWN MANAGER

SUPERINTENDENT OF SCHOOLS

| DEPUTY FINANCE DIRECTOR

| ASSESSOR |

PAYABLES CLERK

|[ASSESSOR'S CLERK |

ACCOUNTS RECEIVABLE/COLLECTIONS CLERK

FISCAL CLERK/MUNICPAL COURT CLERK

FINANCE DIRECTOR [E— [DIRECTOR OF ADMINISTRATION

" [HUMAN RESOURCES MANAGER |

| HUMAN RESOURCES CLERK/OPERATIONS CLERK

Payables Clerk Director of Administration

Create purchase orders Audit preparation and work

Accruals, year end entries

Journal entries

Bond monitoring /reporting, Housing Aid reporting
Construction reconciliations

Fixed Asset additions/deletions/depreciation

Major contracts {transportation, food service, etc.)

Monitor PO's for:
overages
completion
preparation for payment(s)
Direct disbursement payments
Payments to vendors
Liasion to vendors
Vendor files
1099 filing and monitoring
Process vendor checks from payroll
{union dues, garnishments, etc)

Senior Accountant Human Resource Manager

RIPAY entries Adding/terminating employees

Cash flow analysis as needed to ensure proper funding
Add new UCOA accounts

Add new Fund Accounts

Maintain Munis/UCOA crosswalk

Accounts receivable deposits and reconciliations

Updating medical/dental coshares for new year

Adminstration of all collective bargaining agreements
Human Resources/Operations Clerk

Day to day transportation issues

Day to day benefits/employee adds/moves/changes

Other duties as required by human resource manager

Compiling retro payroll after CBAs are settled
Workers comp audit compilation and reporting
Payroll and general fund monthly bank reconciliations



