LAKE COUNTY
POSITION DESCRIPTION

TITLE: ACCOUNTING SPECIALIST

SPEC CODE: 1311

Note: This specification was created with information from the original job description and the Job Analysis
Questionnaire.

DUTIES
GENERAL DESCRIPTION

The general function of the position within the organization is to perform moderately
complex work related to clerical accounting. The position is under close supervision.

PRIMARY DUTIES: This list represents the essential functions performed by the
position. Employees may be assigned additional duties by management as required.

Enter information in accounts receivable, accounts payable, cash and revenue journals.
Review invoices for accuracy and completeness prior to payment.

Serve as a cashier receiving money for licenses, fees and permits; balance cash
disbursement registers daily and submit bank deposits.

View and log incoming checks to distribute to proper depariments.

Maintain appropriation and revenue accounts posting manually into a spread sheet or
database.

Receive, process, and file tax statements including County sale and redemption
statements.

Calculate interest, tax or balance due for billing and or recording purposes.

Answer correspondence and telephone inquires furnishing information to the public on a
variety of matters.

Prepare claims and purchase orders, processes requisitions of supplies for the
department.

Assist supervisor in preparing annual budgets for upcoming fiscal year.

Prepare departmental payroll, makes necessary deductions and prepares payroll
reports.
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Run payroll register reports; maintain mileage reports, grants and events process reports
and distribution spread sheets.

Process monthly P-card statements by scanning and forwarding for final approval.

All other related duties as assigned.

GENERAL RESPONSIBILITIES AND REQUIREMENTS

DATA RESPONSIBILITY: “Data Responsibility” refers to information, knowledge, and
conceptions obtained by observation, investigation, interpretation, visualization, and
mental creation. Data are intangible and include numbers, words, symbols, ideas,
concepts, and oral verbalizations.

Gathers, organizes, analyzes, examines, or evaluates data or information.

PEOPLE RESPONSIBILITY: “People Responsibility” refers to individuals who have
contact with or are influenced by the position.

Gives information, guidance, or assistance to people or may give instructions or
assignments to helpers or assistants.

ASSETS RESPONSIBILITY: “Assets Responsibility” refers to the responsibility for
achieving economies or preventing loss within the organization.

Requires minimum responsibility for only small quantities of low cost items or supplies
where opportunities for achieving economies or preventing loss are negligible.

MATHEMATICAL REQUIREMENTS: “Mathematics” deals with quantities, magnitudes,
and forms and their relationships and attributes by the use of numbers and symbols.

Uses basic algebra involving variables and formulas, basic geometry or computing
discounts and interest rates.

COMMUNICATIONS REQUIREMENTS: “Communications” involves the ability to read,
write, and speak.

Reads journals, manuals, and charts to solve practical problems such as assembly
instructions for tools, routine office equipment operating instructions, and methods and
procedures for investigations, and in drawing and layout work; composes routine reports
and specialized reports, forms, and business letters, with proper format;, speaks
compound sentences using normal grammar and word forms.

COMPLEXITY OF WORK: “Complexity of Work” addresses the analysis, initiative,
ingenuity, creativity, and concentration required by the position and the presence of any
unusual pressures.
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Performs coordinating work involving guidelines and rules with constant problem solving;
requires continuous, close attention for accurate results or frequent exposure to unusual
pressure,

IMPACT OF DECISIONS: “Impact of Decisions” refers to consequences such as
damage to property, loss of data or property, exposure of the organization to legal
liability, or injury or death to individuals.

Makes decisions with serious impact - affects most units in organization, and may affect
citizens; probability of loss of life and/or damage are likely.

EQUIPMENT USAGE: “Equipment Usage” refers to inanitnate objects such as
substances, materials, machines, tools, equipment, work aids, or products. A thing is
tangible and has shape, form, and other physical characteristics.

Handles or uses machines, tools, or equipment requiring moderate instruction and
experience such as computers, software programs such as word processing,
spreadsheets, or custom applications, and office machines.

SAFETY OF OTHERS: “Safety of Others” refers to the responsibility for other people’s
safety, either inherent in the job or to assure the safety of the general public.

Requires some responsibility for the safety and health of others and/or for occasional
enforcement of the standards of public safety or health.

EDUCATION AND EXPERIENCE REQUIREMENTS

EDUCATION REQUIREMENTS: “Education Requirements” refers to job specific
training and education required for entry into the position.

Completion of a high school diploma or general education degree (GED) equivalent.
Training in general business and administrative office procedures preferred

LICENSES, CERTIFICATIONS, AND REGISTRATIONS REQUIRED: “Licenses,
Certifications, and Registrations” refers to professional, state, or federal licenses,
certifications, or registrations required to enter the position.

None.

EXPERIENCE REQUIREMENTS: “Experience Requirements” refers to the amount of
work experience that is required for entry into the position that would result in reasonable
expectation that the person can perform the tasks required by the position.

One year of related experience in clerical accounting or data entry
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AMERICANS WITH DISABILITIES REQUIREMENTS

PHYSICAL DEMANDS: “Physical Demands” refers to the requirements for physical
exertion and coordination of fimb and body movement.

Requires sedentary work involving standing or walking for brief periods, exgrting up to
10 pounds of force on a regular basis; and some dexterity in operating machines, tools,
or office equipment.

UNAVOIDABLE HAZARDS: “Unavoidable Hazards” refers to unusual conditions in the
work environment that may cause illness or injury.

The position is exposed to bright/dim lights; dusts and pollen.

SENSORY (ADA) REQUIREMENTS: “Sensory Requirements” refers to hearing, sight,
touch, taste, and smell necessary to perform the tasks required by the position
efficiently.

The position requires normal visual acuity and field of vision, hearing, and speaking
abilities,

AMERICANS WITH DISABILITIES ACT COMPLIANCE

Lake County is an Equal Opportunity Employer. ADA requires the County to provide
adequate accommodations to qualified persons with disabilities. Prospective and current
employees are encouraged to discuss ADA accommodations with management.
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