Fiscal Officer

	Competency
	Definition
	Skills and Behavior
	Possible Training Units

	Core Competencies for Library Staff

              -and-

Core Technology Competencies for Library Staff

	These are found at :

www.olc.org/CoreCompetencies.asp
	
	

	Critical Thinking 

· Analytical Skills

· Problem Solving

· Decision Making


	The ability to recognize patterns, draw logical conclusions and make recommendations for action; use a well-ordered approach to solving problems; and use sound judgment in making decisions despite obstacles or resistance.
	· Identifies multiple variables and relationships in complex problems, anticipating obstacles

· Makes high quality decisions that reflect realistic goals and careful consideration of library needs

· Demonstrates the ability and willingness to uphold decisions and defend opinion when necessary

· Gathers, utilizes, and interprets relevant information when making decisions

· Considers the risk, benefit, and impact of decisions on the present and future library environment before taking action

· Analyzes relevant data to create potential solutions

· Uses a well-ordered approach to problem solving

· Responds in a timely manner


	· Risk management

· Forecasting & trend analysis

· Decision making, using techniques and data

· Evaluation and prioritization techniques



	Management of Fiscal Operations


	The ability to work in conjunction with the board and director to budget, audit, appropriate and transfer all library funds.
	· Develops annual budget and provides explanations, justifications, and supporting documentation for review and approval of the library director

· Presents budget to library board and, upon approval, develops strategy for presentation to Budget Commission

· Knows and understands the library’s statutory requirements and powers as authorized by the Ohio Revised Code, opinions of the Ohio Attorney General, and applicable federal laws and regulations

· Maintains all payroll and fringe benefit records in compliance with the Ohio Revised Code and applicable federal and local regulations

· Keeps financial records of library funds in accordance with the Ohio Administrative Code and the requirements of the state auditor’s office 

· Pays out money by a check signed by the clerk-treasurer and other authorized signers

· Receives and deposits all library funds in the authorized depository or depositories
	· State requirements: Ohio Revised Code and Ohio Administrative Code

· Financial and fiscal reporting requirements for governmental agencies

· Legal liability of the Library Clerk-Treasurer

· Risk management

· Advanced budgeting techniques 

· Basics of government fund accounting



	Planning and Organizational Skills


	The ability to anticipate and predict internal and external changes, trends and influences in order to effectively allocate resources and implement appropriate library initiatives.
	· Develops strategy prior to annual budget development, in consultation with library director and administrative staff

· Provides forecasts and trend analysis of both income and expenditures to director and board

· Conducts short, medium, and long-range fiscal planning, making recommendations to director and board

· Monitors, investigates and evaluates state budget, economic trends, and other fiscal issues relevant to public libraries

· Investigates potential investment vehicles suitable for public libraries, compares and evaluates

· Prioritizes the importance of and demonstrates logical, systematic approaches to the accomplishment of tasks

· Takes action to minimize unnecessary error or risk; identifies alternatives and makes contingency plan


	· Project management

· Articulating vision, mission, values, and standards

· Investment management 

· Resource management

· Operating levies and bond issues:  how to prepare

· Forecasting & trend analysis

· Advanced budgeting techniques

· Risk management

	Records Management


	The ability to organize and maintain all fiscal files and documents and being able to easily access all relevant data; use exceptional organization skills to generate many different types of reports to facilitate library planning and operation.
	· Presents budget to library board and, upon approval, develops strategy for presentation to Budget Commission and taxing authority

· Represents the library at the annual Budget Commission hearing, providing expert testimony if necessary 

· Generates all necessary fiscal reports for biennium audit

· Maintains fiscal records as required in accordance with Ohio’s Sunshine Laws
	· State requirements: Ohio Revised Code and Ohio Administrative Code

· Financial and fiscal reporting requirements for governmental agencies

· Basics of government fund accounting

· Legal liability of the library clerk-treasurer

· Ohio’s Sunshine Laws



	Resource Management


	The ability to consistently focus on minimizing expenses while maximizing results.
	· Manages and appropriately allocates resources in coordination with the library board and director

· Continuously searches for, identifies, and captures cost-reduction and value-enhancement opportunities

· Makes recommendations based on effectiveness

· Looks for methods to increase efficiency and to avoid inappropriate use of resources

· Applies business process and conducts financial analysis to identify costs, risks and alternatives
	· Resource allocation

· Advanced budgeting techniques

· Forecasting and trend analysis

· Contracts, purchasing, bidding, proposals

· Operating levies and bond issues:  how to prepare

· Development of alternate income sources, foundations fundraising

	Technical Skills
	The ability to perform necessary tasks to support the board and library director, providing accurate information and using various technologies. 
	· Demonstrates proficiency in using state-auditor-approved computer program for governmental accounting

· Uses Microsoft Office software, including Excel, Publisher, and Word


	· Project management software training

· Basics of government fund accounting

· Excel

· Word

· Publisher
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