
 

 

Mantua Township 
Administrative Assistant 

Position Description 
______________________________________________________________________________ 

 
 
GENERAL DESCRIPTION 
 
The Administrative Assistant position is part-time hourly and performs a variety of administrative and 
clerical duties under the direction of the Fiscal Officer and Trustees.  Candidates should have a 
knowledge of local government, the principles of public meetings and records, and have excellent 
organizational and administrative skills.  Ideal candidates will have either an associate degree in a related 
field, two years’ experience in municipal administrative clerical work, or any combination of education 
and experience which provides the knowledge, skills and abilities to perform the essential functions and 
responsibilities of the position.  This includes processing payroll, maintaining the Uniform Accounting 
Network (UAN) through the Auditor of State, processing and maintaining accounts payable, preparing 
reports, reporting information to agencies and organizations as appropriate, and ensuring the overall 
security of the Township’s fiscal information.  Starting wage will be determined by experience. 
 
 
ESSENTIAL JOB DUTIES 
 
Uniform Accounting Network (UAN) 
1. Assist the Fiscal Officer with accounts payable, payroll, purchase orders and other fiscal items on a 
daily basis, or as appropriate in the UAN system. 
2. Maintain all fiscal reports and records in compliance with the State Auditor’s requirements 
3. Compile fiscal records, and coordinate with the Fiscal Officer the bi-annual state audits.  Provide 
results of all fiscal audits to the Board of Trustees. 
4. Answering phone calls and assisting residents with their records request or other questions. 
5. Create 1099 and W-9 tax forms and maintain the records that contain the corresponding supporting 
documents for the tax forms 
6. Perform daily, quarterly, and annual UAN backup 
7. Maintain the security of the UAN system 
8. Attend local government officials conference 
9. Attend records retention and other UAN trainings as appropriate or required. 
 
Revenue/Taxes 
1. Maintain current and previous tax levy records 
2. Assist the Fiscal Officer to communicate with the County Auditor regarding valuations, settlement and 
other tax related items as appropriate or required. 
3. Assist the Fiscal Officer in providing the required annual fiscal documents (budget, permanent 
appropriations, etc.) to the County Auditor. 
4. Assist the Fiscal Officer in review of the County Auditors settlement sheets to ensure estimated annual 
revenue is actually received 
5. Assist the Fiscal Officer to prepare levy resolutions, request valuations and provide documentation of 
the same to the County Auditor. 
6. Transmit levy resolutions and other required documentation to the Board of Elections when 
appropriate. 
 
 



 

 

Grants 
1. Assist the Fiscal Officer to monitor receipt and disbursement of grant monies 
2. Maintain records of all transactions involving grant monies 
3. Provide documentation and assist with grant audits as appropriate or required 
 
Budget 
1. Assist with budget preparation as requested by the Fiscal Officer and Trustees 
2. Assist the Fiscal Officer in providing all fiscal data relevant to the development, implementation and 
maintenance of the Township’s budget as needed. 
3. Transmit required budget documentation to the County Auditor  
 
Banking 
1. Complete deposits or wire transfers as needed 
2. Reconcile the monthly checking account statement with the UAN system data. 
3. Order checks as needed and maintain security of stock 
4. Establish and maintain the effective communication with the Township’s bank 
5. Maintain the documentation of securities for the primary checking account. 
6. Maintain records regarding all banking transaction as required by the State Auditor. 
 
Bids 
1. Assist with bid preparation as needed. 
2. Advertise bids in accordance with legal requirements. 
3. Maintain records regarding bids awarded and unsuccessful bids in accordance with the legal 
requirements. 
 
Payroll 
1. Assist the Fiscal Officer to create the payroll for all employees.  This includes, but is not limited to, 
imputing hours and time worked, deducting the appropriate leave utilized and calculating the appropriate 
rate of overtime pay when applicable. 
2. Review the payroll register prior to submitting the payroll for processing.  Once all payroll data has 
been verified, transmit the payroll data to the bank for processing.  
3.Distribute paychecks on the appropriate dates 
4. Assist the Fiscal Officer to complete ongoing payroll maintenance activities such as, updating pay 
rates, pension deductions, overtime and updated accrued leave balances as appropriate. 
5. Review the year end payroll reports prior to creating the employees W-2 tax forms and then distribute 
the W-2 tax forms in accordance with applicable legal requirements.  Maintain a record of all activities 
regarding the processing and distribution of the W-2 tax forms.  
6. Maintain all timekeeping, payroll maintenance, and payroll registers for the fiscal year in accordance 
with the State Auditor’s requirements.  
7. Address employees concerns or questions regarding payroll related information. 
8. Implement pay increases for all other employees as directed by the Board of Trustees. 
9. Process annual leave cash-out payments for employees 
10. Ensure the security of all payroll related information. 
 
Pension Fund 
1. Compile payroll data for monthly pension report to the Ohio Public Employees Retirement System 
pension fund.  Transmit the report to the appropriate entity as required. 
2. Maintain permanent pension records in accordance with legal requirements. 
3. Communicate with the pension fund representatives as needed. 
 
 
 



 

 

Accounts Payable 
1. Process and prepare all payments to vendors. 
2. Process and prepare monthly premium payments for medical, life, dental and vision insurance. 
3. Process and prepare payments for all other purchase request forms received. 
4. Maintain records for all payments issued by the Township in accordance with the legal requirements. 
 
General 
1. Maintain documentation of all activities related to the fiscal operations of the Township in accordance 
with legal requirements. 
2. Request, renew and maintain original bonds for all elected officials. 
3. Provide reports and information on fiscal data as requested or appropriate. 
4. Attend evening Trustees’ meetings two times a month or as needed, record, transcribe and maintain 
permanent, accurate records of the minutes and resolutions from the Board of Trustees meeting. 
5. Provide the required legal notification to the public and attend bi monthly Board meetings, provide the 
Board with monthly, quarterly and annual fiscal reports.  Assist with creating the Board meeting packets 
and agendas as requested. 
6. Assist with the development, implementation and maintenance of internal policies regarding the fiscal 
operations of the Township. 
7. Assist the Fiscal Officer with any matters involving the fiscal operations of the Township. 
8. Stay apprised of current and potential legal requirements regarding the fiscal operations of the 
Township. 
9. Maintain records in accordance with the Township’s Record Retention Policy and Schedule 
10. Other duties as assigned. 
 
Compliance 
1. Ensure Township compliance with all applicable ordinances, laws, regulations, and statues regarding 
the fiscal operations of the Township. 
2. Compile all fiscal documents related to a valid records request received by the Township. 
 
Skills and Abilities Required 
General 
1. Ability to read and write in the English language. 
2. Ability to add, subtract, multiply, divide and calculate percentage. 
3. Ability to communicate effectively in person, in writing and over the telephone 
4. Ability to accurately input large amounts of data into a computer system 
5. Ability to review large amounts of data to ensure complete accuracy. 
6. Ability to multi task and exercise sound judgement to complete job tasks by assigned deadlines. 
7. Ability to make independent decisions and recommendations 
8. Ability to maintain confidentiality 
9. Ability to achieve continued professional growth and development 
10. Ability to utilize existing computer programs, including but not limited to: Microsoft Word, Excel and 
outlook and learn new software programs 
11. Ability to answer phone calls and appropriately direct the caller. 
12. Ability to lift and/or move 20-30 pounds of objects, boxes, files and materials as needed. 
  
Educational Requirements 
1. High School diploma or equivalent 
2. Knowledge of accounting principles, practices and procedures, application of data processing 
techniques in the maintenance of accounting records and Ohio law related to the financial management 
and the investment of public funds. 
3. Secondary education or degree desirable 
4. Must be bonded 



 

 

Experience and Other Requirements 
1. 2 years of experience in accounting/book keeping 
2. Knowledge of the Ohio Uniform Accounting Network (UAN) is preferred 
3. Ability to pass a background check 
 
Working Conditions 
The work environment characteristic described here are representative of those an employee encounters 
while performing the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals in disabilities to perform the essential functions. 
 
While performing the duties of this job, the successful candidate must have the ability to work flexible 
hours and be available to the Fiscal Officer and Trustees as needed.  The employee regularly works in an 
indoor office setting.  The noise level in the work environment is usually low. The position requires a 
large amount of data input and manipulation on a computer. 
 
The duties and working conditions listed above are intended only as illustrations of the various types of 
work that may be performed.  The omission of specific statement of duties does not exclude them from 
the position if the work is similar, related or a logical assignment to the position. 
 
In compliance with the Township’s Americans with Disabilities Act (ADA) policy, the Township will 
provide reasonable accommodations to qualified individuals with disabilities who are applicants to the 
Township for employment, unless this would cause an undue hardship on the Township. 
 
Disclaimer 
The above statements are intended to describe the general nature and level of work being performed by 
the personnel assigned to this classification.  These are not to be construed as an exhaustive list of all 
responsibilities, duties and skills required of personnel so classified.  All Personnel may be required to 
perform duties outside their normal responsibilities from time to time as needed.  This job description 
may be changed, updated or removed at any time and without any prior notice. 
 
 
Acknowledgement 
I hereby certify that I am capable of performing all the job duties included herein, with or without 
reasonable accommodations, and possess all of the skills and abilities required. 
 
 
 
_________________________  ___________________________ __________ 
Print Employee Name   Employee Signature   Date 
 
 
 


