COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:

CASHIERING MANAGER
PAY GRADE:

P-11

OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:
To supervise the campus Cashier’s Office operation and coordinate with other cashiering operations at other locations.  To insure high levels of customer service are maintained.   To create and maintain quality standards for the efficient operation of the cashiering function.  Overseeing the day to day operations, collection of funds and fiscal activity of the campus Cashier’s Office by planning and directing the work of cashier staff.  Responsible for hiring, scheduling, and staffing of cashiers to meet customer service demands during peak levels of operation.
PREREQUISITES FOR POSITION (Qualification Standards):
1. Education or training:  Graduation from high school required.  Associate’s Degree                   with coursework emphasis in business preferred.   
2. Years of experience in field:  Three years of business experience required that would include  reconciling cashier transactions daily; performing cashier audits and processing and reconciling daily deposits, credit cards, and other bank accounts.
3.   
Special skills or abilities related to position:   Must have ability to establish and 
maintain effective working relationships with employees, students, volunteers, 
professional contacts and the public.  Must handle multiple tasks under pressure.
ESSENTIAL JOB FUNCTIONS:
1. 
Manages the daily internal operations of the campus Cashier’s Office by 
maintaining departmental compliance with federal banking and payment 
card 
regulations.

2. 
Assigning work to staff and providing direction for the completion of 
assignments 
and duties.
3. 
Inspecting work for accuracy and completion.
4. 
Enforcing compliance with departmental security standards and  
adherence 
to College policy and procedures.
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5. 
Safeguarding college assets and maintain ledger and budgetary control 
accounts and various journals.

6. 
Participate in the preparation of regular and special financial and statistical 
reports.
7. 
Prepare journal entries.  Assist with processing student payments during 
registration. 

8. 
Resolving equipment and software malfunctions through coordination with 
appropriate entities.
9. 
Resolving student financial issues as appropriate through coordination with 
appropriate entities 
and authorizing financial hold overrides, obligations, and fee 
payment due date extensions.
10. 
Reconciling cashier operations at fiscal year-end through cash inventory, 
budget review and cash drawer audits. 
11. 
Serve as campus liaison to resolve issues between the Cashier’s Office and other 
campus departments by recommending operational solutions and procedural 
changes, coordinating services, and arbitrating disputes.
12. 
 Maintains software functionality by identifying and reporting functional errors, 
recommend improvements and possessing functional knowledge of entire 
processing system (not just cashiering) and system interfaces with Financial Aid, 
Student Accounts and Accounting.   

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:

· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

· Ability to access file cabinets for filing and retrieval of data.

· Ability to sit at a desk and view a display screen for extended periods of time.

·  Ability to access input and retrieve information from a computer.

ENVIRONMENTAL CONDITIONS:
· Works inside in an office environment.
(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
PRIMARY LOCATION OF JOB:  
Building 5, Bryant Student Union, Ocala Campus

SUPERVISOR OF POSITION:
 
Director - Student Accounts
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