
FLSA Status:  Non-Exempt     Position Number:  4971 

Grade: 15  Position Revision Date:  6/21/2022 

 

This is a class description and not an individualized job specification.  The class description defines the general character and scope of duties, 

responsibilities, and requirements of all positions in one job classification, but is not all inclusive or totally restrictive.  Reasonably related duties and 
responsibilities may be assigned as necessary at the discretion of management.  Employees will be immediately notified of any changes. 

Reasonable accommodations will be made to enable qualified individuals with a disability to perform the essential functions. 

 FINANCE TECHNICIAN 
  

GENERAL DEFINITION OF WORK:  

Performs intermediate technical and skilled clerical work involving the preparation and/or maintenance of 

fiscal or related records; does related work as required.  Work is performed under the regular supervision of 

the Director of Finance. 

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 

Preparing and assisting with the maintenance of financial records; entering, verifying, and checking 

data; processing accounts payable, inventory, and other financial accounts. 

➢ Enters and posts approved and coded invoices; prepares payments (checks and ACHs) and prints checks 

for distribution; 

➢ Maintains and edits vendor files; 

➢ Reconciles statements for subsidiary accounts; 

➢ Files and maintains invoices for accounts payable and responds to inquiries from County departments 

and vendors; 

➢ Assists with the administration of the County’s Purchase Card (P-Card) program; 

➢ Inputs approved purchase orders; maintains purchase order files; 

➢ Processes 1099s requests and W-9 vendor identification numbers and certifications for 1099 

preparation purposes; 

➢ Prepares and distributes monthly and annual accounts payable reports and other financial reports; 

➢ Compiles requested accounts payable reports and audit requests for annual finance statement audit; 

➢ Manages the County’s cell phone plan; 

➢ Performs a variety of administrative tasks; 

➢ Operates computer, calculator, and other standard office equipment in maintaining records; and 

➢ Performs related tasks as required. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

Thorough knowledge of accounting terminology, methods, procedures and equipment; thorough knowledge 

of Microsoft Office Suite; thorough knowledge of computer systems and their application in a variety of office 

environments; general knowledge of standard office procedures, practices and equipment; general knowledge 

of accounting principles and related data processing equipment; ability to understand and follow oral and 

written directions; ability to establish and follow detailed work procedures; ability to post accounts and to 

perform mathematical computations with speed and accuracy; ability to communicate effectively both orally 

and in writing in a highly inter-active team oriented work environment; ability to establish and maintain 

effective working relationships with associates, vendors and the general public. 

 

EDUCATION AND EXPERIENCE: 

Any combination of education and experience equivalent to graduation from high school supplemented by 

course work in accounting and considerable experience in governmental accounting and/or bookkeeping. 

 
PHYSICAL REQUIREMENTS: 

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally, and a negligible 

amount of force frequently or constantly to move objects; work requires fingering, grasping, and repetitive 

motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; 

hearing is required to perceive information at normal spoken word levels; visual acuity is required for 

preparing and analyzing written or computer data, operation of machines, determining the accuracy and 

thoroughness of work, and observing general surroundings and activities; the worker is not subject to 

adverse environmental conditions. 

 

SPECIAL REQUIREMENTS: 

None. 


