
JOB DESCRIPTION
TITLE:

Cash Room (Seasonal)
REPORTS TO:
Cash Room Manager

SUMMARY:

Responsible for day to day cash room activities including daily cash and revenue reconciliation.

DUTIES:

Perform functions necessary to maintain accurate and in balance cash room records conforming to accepted zoo policy.  




Responsible for logging all transactions and maintaining appropriate audit trails and documentation.  Maintain proper  reporting schedules and records.  Work with Visitor Services, accounting manager and auditors as necessary to reconcile cash/revenue balances and review and update procedures.




Will provide assistance in other departmental areas as required.

KNOWLEDGE

 AND SKILLS:
Working knowledge of standard accounting practice and procedures.  The ability to work with a computerized general accounting system in a networked environment.  Able to supervise and train personnel as required.  Provide reports as required to management.  Very organized, efficient, accurate and neat.  Legible handwriting, good computer skills, logical and methodical.  

EDUCATION:
Bachelor's Degree in accounting or equivalent work experience.

WORKING

CONDITIONS:
Work environment is small work space in locked room.  Must understand and accept responsibilities of working with large amounts of cash (ie. accountability, security, confidentiality).  Weekend work required.  Dangers inherent with the operation of standard office equipment and cash counting devices.  Position must have the ability to lift and move material up to fifty pounds.

