
 
Westfield Washington Public Library 
TITLE: Bookkeeper & Office Manager 
Reports to: Library Director 
Status: Manager II – Staff – Professional – Exempt 
Pay Grade: 4 
 
General Summary: Executes the day-to-day fiscal responsibilities of the library, including posting and 
payment of bills, preparation of staff payroll, and preparation of monthly and annual reports. The 
bookkeeper is responsible for verifying accuracy of figures and computations and balancing and 
reconciling all of the library’s accounts as prescribed by the State Board of Accounts. 
 
Principal Duties and Responsibilities: 

1. Verifies, allocates, and posts details of business transactions to the automated financial 
appropriation record (i.e. general ledger) from documents such as invoices and receipts 

2. Resolves procurement issues, issuing warrants for claims, reconciling and balancing accounts 
and bank statements, and distributing signed warrants for payment properly 

3. Processes monthly electronic payments (e.g. Gas, Water, Electric, Fire Protection, etc.) 
4. Prepares monthly financial statements and associated financial reports for Library Board 

approval 
5. Prepares various quarterly reports (i.e. Federal Tax Report, Indiana Department of Workforce 

Development Quarterly Report, PLAC Report) 
6. Provides appropriate reports and information for audits (SBOA, Insurance, w/comp, PERF) 
7. Collects and reconciles daily cash and credit card receipts and delivers the accumulated cash to 

the bank periodically (2-3 times a month) 
8. Processes the library’s payroll (i.e., prints and distributes time sheets, collects and verifies 

timesheets for payment and records hours, files appropriate paperwork, and maintains 
employee files; additions, changes and terminations) and prepares and remits payments for 941 
payroll tax, PERF, HSA and 403B/Roth, etc. 

9. Prepares Indiana monthly WH-1 filing and payment of withholding tax 
10. Reports new employees using E-verify and Indiana New hire Report and report youth 

employment using Indiana’s – Youth Employment System 
11. Prepares and distributes W-2s and 1099s to employees and files appropriate forms to the Social 

Security Administration 
12. Files Indiana annual sales tax form and employees W-2s with Indiana Department of Revenue  
13. Submits Form 100R (Names and Compensation of Officers and Employees) to the State Board of 

Accounts 
14. Submits employee record for Workman’s Compensation Audit to the County Treasurer  
15. Investigates any discrepancies involving invoices, accounts, etc., or any other potential financial 

issues, and reports them to the director  
16. Consults with staff regarding withholding and benefit issues as it relates to payroll  
17. Assists with processing staff benefit paperwork (e.g., health insurance, retirement, etc.) 
18. Ensures permanent records are properly retained and disposes of old records as scheduled  
19. Orders and receives office supplies and maintains proper invoice checks and controls 
20. Processes external room reservations  



 
Secondary Duties and Responsibilities: 

1. Attends monthly Management Meeting 
2. Attends quarterly Staff Meeting  
3. Attends Bookkeeping workshops and user group meetings as they relate to the accounting and 

payroll software 
4. Attends and presents at monthly Board Meeting upon request  
5. Performs other duties as assigned 
 

Minimum Requirements: 
1. High School diploma 
2. Minimum of two years college coursework or five years of bookkeeping experience 
 

Skills Required: 
1. Above average computer skills, including word processing, spreadsheets, and presentation 

software in a Windows environment, along with basic Internet research capabilities 
2. Ability to work with automated bookkeeping and payroll systems 
3. Knowledge of bookkeeping functions and accounts payable 
4. Strong organizational skills 
5. Organizes and prioritizes tasks and handles multiple duties simultaneously 
6. Interpersonal and communication skills necessary to interact and deal tactfully with the public 

and other library employees 
7. Ability to perform with independence, with actions and decisions subject to review, approval or 

disapproval by the Library Director 
8. Ability to learn new tasks and adapt to a changing workflow 
9. Skills necessary to produce both written and oral reports as necessary 
10. Keep up to date and proficient with the technology as it relates to the position 
 

Physical Demands: 
1. Ability to accurately read numbers and letters both in print and on screen 
2. Ability to speak and hear the spoken word 
3. Hand/eye coordination to operate computers and office equipment 
4. Ability to bend and reach to retrieve and/or shelve materials 
5. Ability to lift and /or move up to 20 lbs. and to manipulate loaded book carts and bins 
6. Ability to work a varied schedule including day, evening and weekend hours 
 

Working Conditions: 
1. Normal office environment with little, if any, discomfort due to heat, dust, noise, etc. 
2. Occasional travel to various Library and community locations. 
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