
White Lake Community Library 
Position Description 

Bookkeeper 
2016 

 
Summary 

 
Participates in the operation of the community library in the area of accounting, budget and 
audit responsibilities. 

 
Supervision Received 

 
An employee in this position reports to the Library Director.  
 

Responsibilities and Essential Duties 
 

A person in this position may be called upon to do any or all of the following: 
 
Personnel/Payroll: 

1. Processes biweekly payroll checks, bank account transfers and tracks vacation, 
sick and holiday make-up time for employees receiving this benefit. 

2. Processes state withholding taxes. 
3. Prepares monthly, quarterly and annual payroll tax reports and makes bi-weekly 

941 deposits by EFT. 
4. Updates staff legal posters annually. 
 

Accounts Payable: 
1. Matches purchase orders and packing lists with invoices; prepares checks for 

payment. 
2. Prepares monthly lists of vendors for board approval and signing. 
3. Prepares monthly account statements for staff members responsible for 

ordering of materials. 
4. Prepares accounting reports as required for state aid, building bonds and 

liability insurance, workers’ compensation, financial statement audit and 
quarterly census. 

5. Reconciles monthly credit card statement and matches to purchase orders or 
invoices. 

 
Budget : 

1. Prepares the annual budget for board approval with the library director. 
2. Prepares monthly budget to actual financial statement comparisons for board 

members who request it. 
3. Prepares budget amendments with the library Director twice yearly. 

 
Audit: 

1. Prepares schedules for the annual financial statement audit, and makes 
financial records available to the auditors. 

2. Meets with the library director and the auditors.   
3. Attends board meeting when audit is presented. 

 
 
 



Cash: 
1. Enters deposits prepared by the Assistant Director. 
2. Reconciles all bank accounts monthly. 

 
General: 

1. Prepares schedules and analysis as requested by the Library 
Board or the Director. 

 
Inventory: 

 1.      Tracks inventory of book collection and capital items.   
 2.      Keeps a current inventory of equipment, furniture and other library items  
          and adds/deletes inventory tags as needed.  

 
Weekly Number of Hours in this Position 

 
An employee in this position works up to 10 hours per week.  Additional hours for training are 
negotiable. 

 
An employee in this position may be asked to attend occasional Finance Committee and/or 
board meetings. 
 

Benefits 
 

There are no sick time or vacation benefits with this position. 
 

Pay  
Minimum starting pay is $16.00 per hour for Associate’s Degree. 

 
Evaluation 

 
Reviews are held annually by the Library Director. 

 
Desirable Qualifications for Employment 

 
An employee in this position should have the equivalent of the following training and 
experience: 
 

1. Preference will be given to someone with a minimum of an Associate’s Degree 
in accounting or finance. 

2. Experience in Quick Books is required. 
3. Able to work effectively with the public and other staff members. 
4. Needs to have excellent written and verbal communication skills. 
5. Reasonable skill in the use of computers and standard office equipment. 

 


