JOB DESCRIPTIONPRIVATE 

Date Prepared: 
May 21, 1995




Updated May 2015 & August 2018
Position Title: 
Accounting Clerk

Department: 
Finance

Supervisor: 

Finance Director

Position Overview: Under the direct supervision of the Finance Director, the Accounting Clerk, process accounts payable, helps to maintain the fixed asset inventory, and assists with general office tasks for Morrow County.

Working Environment: The work is accomplished by the Finance Department.

Qualifications: 

1.
Education - Graduation from high school or equivalent.

2.
Equipment used - Personal computer and peripherals, Printers, Copy Machine, adding machine, fax, postage meter, and multi-line telephone.
3.
Ability to learn and use computer software necessary for the performance of job functions.  Knowledge of Microsoft Office is required.
4.
Skill and ability to type at 50 words per minute, accurately.

5.
Knowledge and ability to implement standard office procedures such as filing, telephone, and face to face reception.

6.
Ability to learn and use the procedures and processes established by the Morrow County Finance Department
7.
Ability to implement county procedures, regulations, and requirements with respect to procurement, budget, safety, operations, and organization.

8.  
Ability to effectively use oral and written communication in the performance of duties and responsibilities.

9.
Experience: One year in an office dealing with accounts payable, cost accounting and/or general bookkeeping.

Essential Job Functions
Physical:
1. Ability to lift 40 pounds (box of paper).

2. Ability to sit for extended periods of time.

3. Ability to enter and retrieve data from County computers and software.

4. Ability to answer phones and transfer calls if appropriate.

Mental:
1. Ability to read, write and comprehend English.

2. Ability to perform basic math functions.

3. Ability to greet customers in the office and on the phone in a courteous and professional manner.

4. Regular and predictable attendance.

Job Duty Outline:
I. Process accounts payable.
a. Receive, sort and organize a variety of financial documents including invoices, review documents received for accuracy and completeness.
b. Talk with vendors, collect information including W-9’s for purchasing purposes; review purchase pre-authorizations as needed and match with invoices. 

c. Verify the accuracy of invoices, including payments received and approved, verify schedules, requests, and funding sources.

d. Prepare invoices, check requests and financial data for processing in software (Tyler Incode) in a timely manner.
e. Compile data and prepare a variety of reports

f. Process annual 1099’s

g. Reconciles records with internal company employees and managers, or external vendors or customers.

h. Recommends actions to resolve discrepancies.

II. Fixed Asset Maintenance
a. Maintain all existing fixed asset records.
b. Identify and tag all new fixed assets.
c. Record all transfers and disposal of fixed assets.
d. Reconcile year-end records to physical count.
III. Perform general office tasks and responsibilities.
a. Answer the telephone.
i. Determine the purpose of the call and answer question, if possible.

ii. Transfer calls to the appropriate person.
b. Receive customers in the department.
i. Assist internal and external customers, as needed.
c. Copy and file documents, as assigned.
d. Update department web page, as needed.
e. Other duties as assigned.
IV. Assist with the preparation for the annual audit.


A.
Organize and file the information needed for the audit.


B.
Provide information to auditors, as needed, during the audit.
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