
TREASURER
QUALIFICATIONS
1. High school diploma
2. Post high school training in business, accounting, or secretarial skills preferred
3. Must be eligible to be placed under a fidelity bond and/or personal bond

4. Must have working knowledge of payroll disbursement, accounts payable, and accounts receivable procedures
5. Ability to maintain accurate and precise records according to federal and state law, administrative rules, and Board policy
6. Knowledgeable with computers, including word processing, data bases, spread sheets, and reports
7. Demonstrated organizational, communication, and interpersonal skills

8. Self-motivated
9. Maintain confidentiality of staff and students
PRIMARY RESPONSIBILITY TO
Superintendent and Board of Trustees
JOB SUMMARY

To handle all of the district's moneys, accounting for all receipts and expenditures.
MAJOR DUTIES AND RESPONSIBILITIES
1. Account for the deposit of all moneys of the district in accordance with the provisions of the public depository law.  
2. Keep a record of the sums received and paid out that is up to date, accurately maintained, and reconciled with bank statements monthly 
3. Render a monthly report to the Board giving a detailed account of all receipts, the amounts of all warrants issued, the accounts from which they were drawn and the balance in each account 
4. Render an annual report to the Board at the close of the school year showing the amounts received and disbursed during the school year 
5. Serve as the custodian of school moneys, receiving and promptly depositing and holding in trust in the officially designated depositories all moneys paid to the district 
6. Pay out school moneys only on warrants made payable to the person entitled to receive payment, and ensure that the object for which the warrant is issued is specified and that the warrant is signed by the Board president, the Board secretary, and by him or herself 
7. Receive school employee payrolls and issue a warrant for the full amount of each in accordance with federal and state law, administrative rules, and Board policy
8. Deposit warrants in a separate payroll account and issue individual checks drawn on such accounts to each employee 
9. Pay over the balance of school funds in his/her hands to his or her successor
10. Assume responsibility for his or her continuing professional growth and development by such efforts as attendance at professional meetings, membership in professional organizations, enrollment in advanced courses, and by reading professional journals and other publications 
11. Seek assistance should emergencies arise
12. Represent the school district in a positive manner

13. Know and follow school district policy and chain of command
14. Perform other duties as assigned 
EVALUATION
Performance of this position will be evaluated periodically by the superintendent and the Board of Trustees in conformance with federal and state law, administrative rules, and Board policy.

TERMS OF EMPLOYMENT
This position shall be considered in all respects “employment at will”. The “employment period” and other descriptions and terms set forth shall not create a property right for the employee. These are set forth only to advise the employee of when and what type of services will be required by the district so long as the employment continues.

NOTE
All certificated and non-certificated employees and other individuals are required to undergo a criminal history check and submit to fingerprinting.  Any applicant convicted of any of the felony crimes enumerated in Section 33-1208, Idaho Code may not be hired, and any applicant convicted of any felony offense listed in Section 33-1208(2), Idaho Code shall not be hired.

Legal Reference:
I.C. § 33-509

Duties of the Treasurer



I.C. § 33-512

Governance of Schools 



I.C. § 33-1210

Information on Past Job Performance
These model job descriptions are authorized solely for the use of ISBA members who subscribe to ISBA Policy Services. They are not intended for, nor authorized for, any other purpose or use. Such materials shall not be copied, distributed, or otherwise used by any agent, employee, individual, or organization except as necessary for official District/Charter business by authorized ISBA Policy Services subscribers. Any personal, private, proprietary, or non-subscribed use is strictly prohibited.
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