
Birchdale Township 
Job Description 

________________________________________________________________ 
 
POSITION:  Treasurer 
REPORTS TO: Township Board 
________________________________________________________________ 
 
SUMMARY  
 
To perform the duties of a Township Treasurer (Treasurer) as required by law. 
 
ESSENTIAL FUNCTIONS OF THE POSITION 
 
Performs all duties required by statute under the laws of the State of Minnesota. 
 
Receives and deposits all money of the Township and provides receipt information to 
the Clerk of money received each month. 
 
Reviews monthly claims list and all bills received prior to monthly meetings of the Board. 
Until the CTAS accounting system is operational, prepares the checks. After bills are 
approved for payment and checks are signed by Chair and Clerk, signs checks and 
forwards them to the Clerk for mailing. 
 
Maintains, organizes, and files all books and papers pertaining to the Treasurer’s office 
(Town Hall) as required by law. 
 
Reviews all transactions for the month to make sure that they are recorded in the proper 
funds and accounts. 
 
Maintains a receipts and disbursements register of all money received and paid out. 
Prepares a monthly Treasurer’s report and presents the report to the Board for 
approval.  
 
Prepares a monthly cash flow report and presents the report to the Board for approval. 
 
Invests Township funds as per state statutes, Township policy, and as directed by the 
Board. Advises the Board on investments that will be maturing and provides current 
interest rate information so the Board can make an informed decision. 
 
Reconciles the bank statements monthly and assures that bank statements reconcile 
with the receipts and disbursements register. Prepares checkbook register report and 
provides copies of the bank statement to the Board. 
 
Reviews quarterly payroll time sheets prior to Board action on approving the payroll. 
 



Prepares a preliminary budget for the Board to review and discuss prior to the proposed 
budget being presented at the Township annual meeting (meeting of the electors). 
 
Prepares year-to-date reports of receipts and disbursements, as requested by the 
Board, to determine whether expenses are within the budget. 
 
Prepares annual report of cash balances, receipts, and disbursements by fund for the 
year. 
 
Prepares Officer salary, vendors, election judge expense, road work, and other yearend 
reports as required. 
 
Prepares, at yearend, a category report showing the activity for the year within the chart 
of accounts. 
 
Meets with the Clerk annually to prepare for the Annual Board of Audit. 
 
Prepares the annual audit report disclosing the beginning and ending amount in each 
account for the Board of Audit meeting and the Township annual meeting (meeting of 
the electors). 
 
Submits reports to the Board on the financial condition of the Township, upon request, 
and sees that the annual financial statement submitted to the state auditor is prepared 
in accordance with statutes. 
 
Performs other duties as apparent or assigned. 
 
QUALIFICATION REQUIREMENTS 
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, 
and/or ability required.  
 
EDUCATION AND/OR EXPERIENCE 
 
High School Diploma or equivalent plus five years office experience or equivalent 
combination of training and experience. 
 
LANGUAGE SKILLS 
 
Ability to read, comprehend instructions, and prepare financial reports. Ability to 
communicate effectively, orally and in writing, with the Township Board, other employees, 
and the general public.  
 
 
 



MATHEMATICAL SKILLS 
 
Ability to make arithmetic computations using whole numbers, fractions and decimals. 
Ability to compute rates, ratios and percentages. Ability to understand basic accounting 
procedures. Ability to prepare trial balances and revenue and expense reports. 
 
REASONING ABILITY 
 
Ability to solve practical problems. Ability to read and interpret policies, procedures, and 
laws. Ability to exercise independent judgment in completing tasks.  
 
OTHER KNOWLEDGE, SKILLS AND ABILITIES 
 
General knowledge of accounting standards, procedures, and principals. 
Knowledge of computers and software programs including Excel, Quicken, and CTAS 
 Accounting System. 
Ability to operate computer and other office equipment. 
Ability to work independently and prioritize work. 
Ability to maintain financial records. 
Knowledge of township government financial operations and proper procedures. 
Ability to prepare reports.  
Ability to meet all deadlines and handle work load. 
Ability to work effectively with Township Officers. 
Strong communication skills 
Strong organizational skills 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


