MARSHALL COUNTY PERSONNEL BOARD
MARSHALL COUNTY COURTHOUSE

Job Announcement 22-42
Announcement Date: July 20, 2022
Closing Date: Continuous Until Filled

Accountant — Job Code 945

Department: Commission

Pay Grade 110
Pay Range - $1414.20 - $2986.08 Bi-Weekly

The Marshall County Personnel Board is currently accepting applications for an Accountant
position in the Commission Office. The accountant performs professional accounting and auditing
work of routine difficulty according to established procedures and regulations. Assists County
Administrator in providing specific analyses, interpretations, and preparation of complex financial
reports. Makes professional decisions and judgments in accordance with generally accepted
accounting and auditing principles and practices.

ESSENTIAL JOB FUNCTIONS

Prepares, examines, or analyzes accounting records, financial statements, or other financial
reports to assess accuracy, completeness, and conformance to reporting and procedural
standards.

Develops, maintains, and analyzes budgets and prepares periodic reports that compare
budgeted costs to actual costs.

Assists departments in developing purchasing procedures.

Compiles, codes, categorizes, calculates, tabulates, and verifies information and data.
Maintains financial records by entering, accessing, and retrieving financial data using current
computer technology.

Maintains new fixed asset records and disposal of fixed assets.

Assists with grant reimbursements and setup.

Provides information and assistance to elected officials, department heads, employees, and
others regarding budgets, expenditures, and other financial matters.

Provides back-up to other functions within the Commission office (Payroll, I-Treasury,
GovDeals, purchase orders).

Requires regular and prompt attendance, plus the ability to work well with others and work
well as a team.

Performs other related duties as assigned.

QUALIFICATIONS

Education and Experience:
Bachelor’s degree in accounting or a related field. Completion of at least three (3) semester hours
in governmental accounting preferred. Experience in governmental accounting preferred.

Licenses or Certifications:

e None



Special Requirements:
e None

Knowledge, Skills and Abilities:

e Knowledge of arithmetic and algebra and their applications.

e Knowledge of the principles of accounting and auditing, specifically pertaining to
governments.

e Knowledge of the structure and content of the English language including the meaning and
spelling of words, rules of composition, and grammar.

e Knowledge of personal computers and Microsoft Word and Excel.

e Ability to read, comprehend, and interpret laws, rules and regulations, and policies and
procedures.

e Ability to communicate clearly and effectively, both orally and in writing.

e Ability to establish and maintain effective working relationships with other employees,
representatives of other organizations, and the public.

e Ability to interact with people providing information in a polite and efficient manner, both
in person and by phone.

e Ability to use good judgment to make decisions in accordance with precedents and
regulations and apply them to the work situation.

PHYSICAL DEMANDS

The work is sedentary work which requires exerting up to 10 pounds of force occasionally and/or
negligible amount of force frequently or constantly. Additionally, the following additional physical
abilities are required: balancing, manual dexterity, grasping, hearing at normal speaking levels,
lifting, mental acuity, pulling, pushing, reaching, repetitive motion, speaking, standing, stooping,
talking at a level to exchange ideas. Visual acuity at a level to view computer terminal, analyze
data, and read extensively, to include color, depth perception and field vision. Visual acuity at a
level to determine accuracy and thoroughness of work assigned, and at a level to operate motor
vehicles with or without correction. Body movement or mobility to be able to move about and
stamina to withstand adverse weather conditions such as heat and cold when conducting physical
inventories.

WORKING CONDITIONS

Work is performed in an indoor and outdoor work environment. Indoor work is performed in a
relatively safe, secure, and stable office environment. Outdoor work requires traveling between
locations. Work may be performed with exposure to adverse environmental conditions, such as
dirt, dust, pollen, odors, wetness, humidity, temperature extremes, bright/dim light.

****MARSHALL COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER****

HOW TO APPLY
Apply on-line @ www.marshallco.org

Computer access is available on the 3 floor of the Marshall County Courthouse
outside the
Marshall County Personnel Board Office
Monday through Friday
8:00 a.m.- 4:30 p.m.,



http://www.marshallco.org/

