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Cleve J.  Fredricksen Library 

Job Description 
Financial Coordinator Assistant 

Part time  

Non-exempt 

Updated:  11/7/2011; 3/2/2012; 10/18/2012 
 

Job summary:   Performs a variety of functions related to maintaining accurate financial records; works under 

the direct supervision of the financial coordinator. 

 

Essential Functions: 

 

1. Counts and balances income processed through cash registers and the Development Office 

 

2. Maintains up to date cash register department keys and clerk numbers 

 

3. Assists the Financial Coordinator with creating and updating cash register procedures 

 

4. Maintains training documentation for reconciliation of cash registers 

 

5. Files and mails paid invoices 

 

6. Assists the Financial Coordinator in maintaining financial records according to the Records Retention 

Policy 

 

7. Creates annual financial folders and transfers financial records to storage after completion of the audit 

 

8. Other projects and responsibilities may be added at the supervisor’s discretion 

 

Required Knowledge, Skills, and Abilities: 

 

1. Excellent organizational skills 

 

2. Effective communication skills 

 

3. Detail oriented 

 

Education: 

 

• High school graduate with business coursework preferred 

 

Physical and Environmental Conditions:   

 

Work regularly demands light physical effort in the handling of materials, boxes, carts, or equipment, as well as 

manual dexterity and visual acuity when working with a computer.  Regularly lifts and carries books and 

materials weighing as much as 30 pounds; regularly pushes and pulls carts; regularly bends and reaches for 

books on top and bottom shelves; regularly uses repetitive movements and views small print when assisting 

patrons with searches on the computer. Work may require standing for extended periods of time. 

 

The work environment involves everyday risks which require normal safety precautions typical of such places 

as offices, meeting rooms, and libraries, e.g., the safe use of work place practices with office equipment, 

avoidance of trips and falls, and observance of safety regulations. 

________________________________________________________________________ 
This document describes the position currently available.  It is not an employment contract.  The Cleve J. Fredricksen Library and East Pennsboro Branch 
Library reserve the right to modify job duties or job descriptions at any time.  Reasonable accommodations may be made to enable qualified individuals 

with disabilities to perform essential functions of this job. 


