AMENDED ORDINANCE NO. 2025-35
INTRODUCED BY MAYOR

A PAY ORDINANCE AUTHORIZING THE EMPLOYMENT OF AN EMPLOYEE AND
SETTING FORTH THE DUTIES AND COMPENSATION FOR THEIR POSITION AND
DECLARING AN EMERGENCY

WHEREAS, no individual shall become employed or be compensated in the Village of
Oakwood without a pay ordinance; and,

WHEREAS, a pay ordinance shall have attached an exhibit for a job description of the
employment position for which they shall be compensated that describes the following: the title
of the position, employee name, the scheduled work days and hours of the position, who the
position reports to, location of the position, pay scale range for the position, special requirements
of the position, required roles and responsibilities to be fulfilled, and qualifications for the
position as well as, any cross-training for coverage of other positions for the specific employee
being hired.

NOW THEREFORE, BE IT ORDAINED by the Council of the Village of Oakwood,
County of Cuyahoga, and State of Ohio that:

SECTION 1. Council hereby authorizes the employment of Quendolyn Jones as
Accounts Payable.

SECTION 2. Quendolyn Jones shall be responsible for the duties set forth in the job
description attached as Exhibit A.

SECTION 3. Quendolyn Jones, as Accounts Payable, shall work Part-Time and be
compensated at $33.65 per hour.

SECTION 4. This Ordinance is hereby declared to be an emergency measure necessary
for the immediate preservation of the public peace, health, safety, and welfare of the inhabitants
of the Village, the reason for the emergency being the same that relates to the daily operation of
a municipal department and the ability of the village to provide uninterrupted services to the
citizens of the Village given, therefore, provided it receives the two-thirds vote of all members of
Council elected thereto. Said ordinance shall be in full force and effect immediately upon its
adoption by this Council and approval by the Mayor, otherwise from and after the earliest period
allowed by law.
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POSTING CERTIFICATE

[, Tanya Joseph, Clerk of Council of the Village of Oakwood, County of Cuyahoga, and
State of Ohio, do hereby certify that Ordinance No. 2025-35 was duly posted on the P day
of 5@& , 2025, and will remain posted in accordance with the Oakwood Village Charter.
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Job Description — Exhibit A

Position Title: Accounts Payable

Employee Name: Quendolyn Jones

Scheduled Work Hours/Days: Part-Time, 20-25 hours per week
Reports To: Finance Director

Location: Village Hall

Pay Scale: $35,000 per year

* Record alltransactions for Accounts Payable into the financial software
system

®* Maintain vendor files and ensures a W-9 form is on file

* Ensurescompleteness and accuracy of data on accounts; and code
documents according to the O.R.C procurement policies

* Postpurchase orders and verify appropriate accounts to be charged

* Reviewinvoices and statements to ensure that allinformation is accurate

and complete and code to appropriate account
* Verifies posted figures for mathematical accuracy and proper coding
* Generates checks against authorized purchase orders
* Prepare reports and summaries for supervisors and managers
* Creates and maintains Excel workbooks for various projects as needed
* Code and prepare Credit Card Statements for Accounts Receivable
* Maintain uniform allowances for all applicable departments
* Process daily deposit, or as needed
* Assist with audit information retrieval as needed
* Maintain Petty Cash

* Answers phones as needed

Village of Oakwood is an equal opportunity employer. All applicants will be considered for emplovment without attention to race. color, religion.
sex, sexual orientation, gender identity, national origin, veteran or disability status. Reasonable accommodations for disabilities will be made.

Employment with Village of Oakwood is ar-will. This means your employment is for an indefinite period of time and it is subject to termination by
the employee or Village of Oakwood. with or without cause, with or without notice, and at any time. Nothing in this policy or any other policy of
Village of Oakwood shall be interpreted to be in conflict with or fo eliminate or modify in any way. the at-will employment status of Village of
Oakwood employees.

24800 Broadway Avenue, Oakwood Village, Ohio 44146 * Phone (440) 232-9988 * Fax (440) 232-9505



