RICHLAND COUNTY
POSITION DES CRIPTION

Position Title: Accounts Payable Specialist Department: County Clerk

Reports to: County Clerk Non-Union Pay Grade: 16

Date: September 17, 2013 Hours Per Week: 35

PURPOSE OF POSITION

The purpose of this position is to provide financial and clerical services in order to ensure
effective and efficient financial and administrative operations.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The following duties are normal for this position. These are not to be construed as exclusive
or all-inclusive. Other duties may be required and assigned.

Receive and verify invoices before preparing vouchers and making payments for al]
Courthouse Departments, Parks, UW-Extension, UW Food Service, UW Outlay,
Sheriff’s Department, County Fair, Land Conservation Symons Recreation, and MIS
Departments.

Make all vendor payments for all Richland County Departments.
Maintain all Richland County Vendor files.

Countywide IRS Reporting. Issue Wisconsin State Sales Tax reports. Issue 1099’s to
vendors and IRS. Issue Rea] Estate 1099°s. Issue tax exempt forms and letters,

Collect payments for DNR licenses, marriage licenses, copies, plat books, and maps.
Maintain money supply in cash box balancing on a bi-monthly basis against receipts.

copier and shredder).

Enter voter information into the SVRS system after an election including new voter
applications.

Take minutes at elections canvass meetings.

Record all elections results into the officia] elections results book.
Compile and maintain information for the Richland County Directory.
Type and mail Tri-County Airport agenda to that committee’s members.

Perform a variety of other secretaria] duties including: filing, duplicating and collating
printed materials and compose routine replies to correspondence,
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MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

* High school diploma or equivalent is required.
* Preference for 2-year work experience with Accounts Payable.
* Preference for knowledge of working in an AS-400 environment.

PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

differentiate, measure and/or sort data and information. Ability to assemble, copy, record
and transcribe data. Ability to classify, compute and tabulate data.

personnel.
Mathematical Ability
* Ability to add, subtract, multiply and divide, and calculate percentages, fractions and
decimals.

Judgment and Situational Reasoning Ability

* Ability to apply situational reasoning ability by exercising judgment decisiveness and
Creativity in situations involving a variety of predefined duties subject to frequent change.

Physical Requirements

* Ability to handle, finger and feel, and coordinate eyes, hands, feet and limbs in
performing coordinated movements.

* Ability to operate a variety of office equipment including computer keyboard, typewriter,
telephone, calculator, photocopier, postage meter, etc.

* Ability to handle, load and unload, move and guide materia] using simple tools, Ability
to perform routine equipment and machinery maintenance.

* Ability to recognize and identify individua] characteristics of colors, forms, sounds,
tastes, odors, textures etc. associated with objects, materials and ingredients,

Environmental Adaptability
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Employee’s Signature Supervisor's Signature

Date Date
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RESOLUTION NO.13- 116

WHEREAS the Finance and Personne] Committee is now presenting this Resolutiop to the County
Board for jts Consideration.

BE IT FURTHER RESOLVED that the positions of Secretary and Fisca] Clerk in the County Clerk’s

office are eliminateq and the job descriptions for the reclassified positions which are on file i the County
Clerk’s office are hereby approved, and

BE IT FURTHER RESOLVED that this Resolution sha]] be effective at the start of the first pay period
in January, 2014.

VOTE ON FOREGOING RESOLUTION RESOLUTION OFFERED BY THE FINANCE AND
PERSONNEL COMMITTEE
AYES NOES
FOR AGAINST
RESOLUTION Adopted /‘7 /
by . /9
oL U (U Qo> A7 —_—
COUNTY CLERK 27 A
\Z

DATED September 17, 2013
\k\




