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Human Resources
Job Description Form

Date:
July, 2011
	Job Title:  Treasury Analyst
	Reports To (Title):  Sr.Mgr, Cash Management

	Department Name:  Finance - Treasury
	Location Name:      Tampa - Corporate


Section I - Job Summary
Please describe in 2-3 sentences a brief job summary:

Position conducts cash management and treasury activities for the Company.  Particular responsibilities may include cash management, liquidity projections, treasury operations, cash accounting, funding activities, initiation of funds transfers, problem resolution, short-term investing and payments and interaction with banks and investment companies.  The role is critical to the Company' daily operations in Treasury to ensure cash receipts, disbursements, reporting and forecasting are accurate and reported to management.
Section II - Key Duties and Responsibilities
List 4-6 key accountabilities (Be specific.  Include level of independent judgment/discretion required)

· Sets daily cash position using information reporting from various banking applications
· Executes wire transfers to meet funding requirements necessary to daily cash position

· Maintains bank electronic funds transfer templates/administrator of online banking applications (assigns user set-ups, etc.)  Initiate online banking training or webinars for users. Assists in establishing of or closing of bank accounts, CDs, MMs, as necessary.
· Knowledge of banking services and rules/guidelines to assist internal users of system capabilities to minimize financial risk and minimal to nil customer service impact.
· Reconciles prior day cash activities to ensure accuracy and prepare/post daily cash transactions to general ledger

· Maintains cash desk procedures manuals, signature cards, and interacts with banks and various departments at multiple locations to provide excellent customer service relating to treasury operations and resolve banking issues.

· Performs various other duties as assigned by management



Section III - Scope

	
	

	Sales Revenue Responsibility:        $     
	     Total Membership Oversight:       

	Peer Positions within the Company:       

	


Level of Supervision Received (choose one):

 FORMCHECKBOX 
     Under immediate supervision, performs assigned tasks only as instructed, subject to regular check of performance.

 FORMCHECKBOX 
     Under general supervision, proceeds alone on regular duties, referring questionable cases to supervisor.

 FORMCHECKBOX 
     Plans and arranges own work, refers only unusual cases to supervisors or others.
 FORMCHECKBOX 
     Functions independently within broad scope of established departmental policies/practices; generally refers specific  

         problems to supervisor only where clarification of departmental operating policies/procedures may be required.
 FORMCHECKBOX 
     Uses policies and general objectives with little functional guidance.  Rarely refers specific cases to manager unless  

         clarification or interpretation of organization policies is involved.
 FORMCHECKBOX 
     Establishes personal standards of performance within broad framework of policy and objectives as set by Sr. Mgmt.
Level of Supervision Exercised:


Total # Supervised:  Direct Reports: 0   
Indirect Reports:       
Level Supervised:

 FORMCHECKBOX 

Sr. Management / Directors

 FORMCHECKBOX 

Managers/Supervisors

 FORMCHECKBOX 

Exempt level associates / Team Leaders

 FORMCHECKBOX 

Nonexempt level associates
Section IV - Minimum Qualifications
Education:  Bachelor's Degree in Accounting, Finance or related field.


Experience:  Minimum 5-7 years experience in a related field, preferably in corporate or institutional treasury function or cash management; knowledge of banking services and functionalities such as ACH, etc. is a must; experience with investments and budgeting administration; knowledge with accounting practices and principles; knowledge of treasury workstation and bank software experience a plus.
Licenses/Certifications:       


Special Skills (e.g. 2nd language):  Excellent communication skills (written and verbal); strong organizational and analytical skills; ability to multi-task and prioritize, in a fast-paced environment with specific deadlines, and possess outstanding problem solving abilities and interpersonal skills.
Technical Skills/Requirements:  Proficient inTreasury/Bank software; proficient in Excel is required; investment database experience and Oracle experience a plus


Software Proficiency:   FORMCHECKBOX 
 Beginner     FORMCHECKBOX 
 Intermediate     FORMCHECKBOX 
 Advanced
Section V – Critical Success Factors

 FORMCHECKBOX 
   Verbal Communication – Able to clearly present information orally and/or influence others through oral   

       presentation in positive or negative circumstances.

 FORMCHECKBOX 
   Written Communication – Able to write effectively and to extract information from written materials.

 FORMCHECKBOX 
   Team Work – Able to work with people in such a manner as to build up high morale and obtain group commitments 

       to goals and objectives.

 FORMCHECKBOX 
   Organization and Planning – Able to organize or schedule people or tasks; to develop action plans leading to  

       specific goals; and to plan effectively.

 FORMCHECKBOX 
   Leadership – Able to influence the actions and opinions of others in a desired direction; to exhibit judgment in 

       leading others to profitable and rewarding objectives.

 FORMCHECKBOX 
   Decision Making and Problem Solving – Able to take action in solving problems while exhibiting judgment and 

       a systematic approach to decision making; to identify the important dimensions of a problem, determine potential  

       causes, obtain relevant information, and specify alternate solutions.

Section VI - Additional Requirements (if applicable)
	Travel:  0%
	Overtime:  varies%

	Other Position Requirements:  




TO BE COMPLETED BY HUMAN RESOURCES
Job Code:       

FLSA:  Exempt
The intent of this job description is to describe the major duties and responsibilities performed by incumbents of this job.  Incumbents may be required to perform additional job-related tasks other than those specifically presented in this description.

All duties and responsibilities identified in this job description are essential job functions and requirements which are subject to possible modification, consistent with applicable state and federal law, in order to reasonably accommodate individuals who are disabled.
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