DEPARTMENT OF PERSONNEL SERVICES 1.385
STATE OF HAWATII

Class Specifications
for the Class:

TREASURY CASHIER

Duties Summary:

Supervises the receiving and accounting for all moneys
deposited in the state treasury, the redemption of all state
warrants, interest coupons and matured bonds, and the safekeeping
of state moneys; and performs other duties as required.

Distinguishing Characteristics:

This class differs from the class of Supervising Cashier in
that the Treasury Cashier supervises a group of employees engaged
in receiving and recording deposits made to the treasury,
maintains continuing records of state funds within the custody of
the treasury and disbursements made therefrom, and redeems state
warrants, coupons and matured bonds; whereas the Supervising
Cashier supervised a group of cashiers engaged in receiving and
disbursing cash in a specific departmental collection and
disbursing operation and prepares daily and cumulative reports of
transactions.

This class differs from classes in the Accounting series in
that the Treasury Cashier maintains continuous records of
deposits and withdrawals to public funds in the custody of the
treasury involving the application of bookkeeping skills; whereas
classes in the Accountant series are responsible for complex
accounting records requiring the application of professional
skills and understanding of accounting principles.

Examples of Duties:

Supervises others in receiving all deposits of state
agencies into the state treasury; supervises and participates in
disbursing cash in payment of state warrants, particularly
payroll checks; verifies the amounts of warrants presented by the
banks for redemption, segregates them by funds, prepares checks
on the several funds to make payment to the banks and transfer
funds; verifies the amounts of interest coupons and matured bonds
presented for payment and in payment thereof; posts cash journals
with receipts and disbursements and maintains accounts of
balances of cash by funds and by banks; reconciles bank
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statements; computes amounts of cash required to redeem maturing
interest coupons and bonds; transfers cash from banks to the
office to redeem warrants, interest coupons, and bonds when
presented directly; assists in the calculation of funds available
for purchase of interest bearing investments and the necessary
phasing of purchases and redemption of such investments;
maintains accounts of such investments; maintains custody of
moneys for deposit, wvault cash, and cashier's working cash.

Minimum Qualification Requirements:

Experience and Training: (1) Five years of experience
involving account record keeping and cashiering work and
graduation from high school; or (2) any equivalent combination of
experience and training.

Knowledge of: Bookkeeping principles and practices; methods
and procedures of receiving, disbursing, recording, depositing,
and accounting for cash; various negotiable instruments used in
everyday business transactions; principles and practices of
supervision; office practices and procedures.

Ability to: Make arithmetic computations rapidly and
accurately; keep financial records; operate cash register,
adding, and calculating machines rapidly and accurately; detect
and locate errors in voluminous financial transactions; handle
cash rapidly and accurately; maintain effective working
relationships with others.

This is the first specification for the class of TREASURY
CASHIER.

DATE APPROVED: 2/15/63 Edna Tavares Taufaasau
(Mrs.) EDNA TAVARES TAUFAASAU
Director of Personnel Services
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