
 
 

Job Posting 
 
 
 
 

Position Title: 
Business Office Manager 

Hours Per Week:  
30 hours per week 
May vary and include evenings and weekend hours 

Posting Start Date:    
 06/20/2018 
 

Posting End Date:       
Until Filled 

Application Process: 
Please submit a cover letter, resume and application to: Library Director, DeWitt District Library, 
13101 Schavey Road, DeWitt, MI 48820 or via e-mail at director@dewittlibrary.org 

 

 
 

Under general supervision of the Library Director, manages the daily business operations of the library and provides 
confidential support to administration. Duties include maintaining personnel, financial, business and library records.   
Also performs general clerical and project based work.   

 

 
 

1. Manages the daily operations of the library business office. 

2. Responsible for Accounts Receivable and Accounts Payable. 

3. Maintains records for all revenues collected; tracks petty cash and credit card transactions. 

4. Prepares deposits and prints bank statements. 

5. With the Library accountant, assists with annual Library audit. 

6. Assists the Library Director with the budget development process. Compiles financial data for analysis of library 
material cost projections and budget impacts.  

 
7. Provides human resource support for employee hiring, onboarding, terminating and search committee assistance. 

Completes necessary paperwork for employee hires and terminations.  Maintains library personnel records 
according to legal requirements. 

 
8. Compiles payroll, including reporting hours worked by each employee every two week period; prepares payroll 

related reports. 
 
9. Maintains personnel data bases, including benefit accruals and provides staff current, accurate balances. 
 
10. Serves as liaison between benefit providers and DDL employees.  

 
 

 

JOB SUMMARY 

DUTIES AND RESPONSIBILITIES 

mailto:director@dewittlibrary.org


11. Assists the Library Director in the preparation in developing, updating and recommending personnel and 
operational policies. 

 
12. Handles insurance claims and annual insurance audit. 
 
13. With the Library Director, reviews and evaluates insurance and equipment contract renewals. 

 
14. Assists the Library Director in the preparation of materials for monthly Board meetings.  

15. Maintains and coordinates inventory of library equipment, furniture and technology.  

16. Supervises custodian/maintenance staff. 

17. Responsible for building maintenance i.e. repairs and requests for proposals for maintenance services. 

18. Prepares and updates reports of a statistical nature using appropriate charting and graphing tools.  

19. Maintains databases for DDL including but not limited to: contracts, donors and meeting room usage. 
 

20. Orders office supplies 
 
21. Schedules Woodruff Annex space for community use.   

22. Supports Library Director or Assistant Library Director in assigned project-based work. 

23. Serves as a member of the management team. Participates in the formation, development and implementation of 
goals and action plan. 
 

24. Creates and modifies a variety of documents including correspondence, meeting agendas and minutes, and letters 
and memorandums as requested. 

 
25. Prepares and edits fillable forms. 

 
26. Performs general clerical duties, to include but not limited to: photocopying, scanning, faxing, mailing, filing, and 

maintaining both a hardcopy and electronic filing system. 
 
27. Performs other duties as assigned. 

 
 

 
 
1. Bachelor’s degree in a business related field and minimum of 1 year relevant work experience OR Associate’s 

degree in a business related field and 3 years work experience that demonstrates knowledge and understanding of 
business processes. 

 
2. Society for Human Resource Management (SHRM) certification; SHRM-SCP or SHRM-CP preferred. 

 
3. Strong knowledge of Microsoft Office (Word, Excel, PowerPoint and Publisher) required.  

4. Knowledge of QuickBooks online strongly preferred. 

 

JOB REQUIREMENTS 



5. Ability to perform work under general supervision with latitude for independent judgment. 
 
6.  Ability to maintain confidentiality of library records, personnel and administrative matters. 

 
7. High level of interpersonal and communications skills necessary to interact with various levels of community  
 members, Library patrons, personnel, vendors and Board members. The incumbent is also required to 
 communicate effectively in both oral and written forms. 

 
8. Organizational skills necessary to perform varying tasks with frequent interruptions. 

9. Ability to operate a variety of office equipment including but not limited to: computers, copy machines,  
       fax machines and multi-line telephones. 

 
 

 
 
1.  Generally will work within a normal office environment, with minimal discomfort due to extreme temperatures,   

 dust and noise. 
 
2. May require occasional travel for meetings and conferences. 

 
3. Work hours may be varied, including evenings and weekend hours.  

4. Frequent sitting/standing in one position for extended periods of time. 

 This job description is intended to describe the general nature and level of work being performed by a person assigned to   this job. They are  
 not to be construed as an exhaustive list of all job duties that may be performed by a person so classified. 

 

 

WORKING CONDITIONS 


