Village of Stockbridge

Village of Stockbridge
PO Box 155, Stockbridge, MI 49285-0155
Oftice S17-801-7435

email: president@vosmi.org

At the Village of Stockbridge, we strive to create a welcoming atmosphere that instills trust
within our community. The goal is to serve our residents to the best of our ability keeping
customer service and integrity at the forefront.

The Village of Stockbridge is seeking a friendly, professional member of the team to serve as
Village treasurer.

Interested applicants should submit an application and resumeé to the Village office located
at 118 N. Center St. Stockbridge, M1 49285 or by email at president@vosmi.org.

Please submit applications by May 15, 2024

Title: Village Treasurer.

Hours: 12-16 per week, some flexibility is available.

Office hours: Mon-Fri 9a-1p and Wednesday 1:30-5:30.

Compensation: The pay rate for this position is $18-$22 per hours worked with No benefits.

Duties include but are not limited to:

e Keep custody of all money, bonds (other than official bonds filed with the clerk) mortgages, notes,
leases and evidences of value belonging to the village

e Receive all money belonging to and receivable by the village

e Keep account of all receipts and expenditures.

e Collect and keep account of all taxes and money appropriated raised or received for each fund of the
village and keep record of each fund.

e Disbursement of payroll out of the appropriate fund as authorized as well as Prepare and submit all
state and federal filings related to payroll.

e Report to Township Assessor any updates regarding property assessments.

e Report to County Treasurer any updates to the levying of taxes.

e Report to the Clerk monthly any activity in any and all accounts and the balances of the accounts.

e Report to department heads the monthly budget status for their department.

e Report to the council monthly the activity and balances on all accounts.

e Report to the Council quarterly an update on the status of the budget.

e Receive and record all vouchers for all money paid from the treasury, and upon settling the vouchers
with proper officers the treasurer will file the vouchers with the clerk.

e Fulfill any other duties required by the council.

The treasurer will work under the supervision of the Village Clerk, Village Manager, and the
Village Council.

Qualifications and Experience:

High School diploma or equivalent required.

College preferred.

At least two years’ experience in an office setting with accounting experience required.
Municipal experience preferred.

Experience with BS&A software or willingness to be trained required.

Experience with Microsoft office including Word and Excel required.



Excellent customer service and creating a friendly, welcoming atmosphere required.
Excellent time management and organizational skills required.

Ability to Multitask required.

Timeliness and dependability required.



