Assistant Treasurer Job Description
Job Title: Assistant Treasurer
Reports to: Chief Financial Officer
Basic Responsibilities
· Run Profit Star ALM Model and prepare Board quarterly reports 
· Prepare schedules and print out loan histories to assist CFO with calculation of ALLL.
· Learn FAS software to assist CFO with fixed asset accounting.
· Back-up for account reconciliations including bank statements, depreciation schedules, & subsidiary ledgers to general ledger
· Assist with official check reconciliations 
· Back up accounting clerk for bills and prepaids 
· Help answer phones
· Greet public (with no receptionist)
Knowledge, Skills & Abilities
· Strong Excel & Microsoft Office skills
· Strong communication skills
· Excellent Customer Service skills
· Good Organizational skills
· Able to maintain confidential information
· Ability to work both with others & independently
· Good analytical skills
Training, Experience & Education
· Accounting Degree 
· MBA preferred 
· CPA or CPA candidate
· Knowledge of Bank Policies & Procedures
· Knowledge of various federal regulations & acts 
Other Requirements
· Personal transportation needed for days of audits/drills
· Ability to occasionally lift items weighing 5-10lbs preferred, but if department has others that can assist with this, accommodations can be made
· Ability to sit most of the day
Hours
Monday-Friday -40 hours a week to include the time from 8:30 a.m.-4:00 p.m.
*More hours may be required on a needed basis
Travel
Local travel is occasionally expected.  Also may be expected to travel for seminars.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice. 
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