Accounting Administrative Assistant

Florence County Human Services

Description of Duties

The Accounting Administrative Assistant will provide a variety of clerical and foundational financial and billing support to the

department and financial manager. Position is responsible for handling tasks such as data entry, accounts payable/receivable,
and vendor communication. This position includes key duties related to program billing, processing invoices, preparing
reports, and managing office correspondence, requiring strong attention to detail and proficiency in software like Excel.

This position will also act as the local Housing Coordinator for historical Housing loan programs.

Position also operates as a resource specialist by becoming knowledgeable of available assistance and connecting customers
appropriately with program contacts and other available resources.

DEADLINE Requirements

Applications will be accepted until e Associate Degree in Accounting, Business, or related field.

position is filled. e Experience in a human services or other governmental accounting

position is preferred.
Questions about the position can

be directed to Ann Price at
715.528.3470 or email
annprice@florencecountywi.gov

e Previous experience (1-2+ years) in administrative, clerical, or
bookkeeping roles is required.
e Other equivalent experience and/or training in the human services or
accounting field may be considered
Florence is an Equal Opportunity e Considerable knowledge of Excel spreadsheets
Employer e Basic understanding of Generally Accepted Accounting Principles (GAAP)
e Must be able to adapt to frequent program and policy change
Visit e Ability to work effectively with the public and various target groups
for more information and a

County application. i
Employment Benefits

Position will remain open e This position is full-time, 35-Hour Work Week

until filled. e Days and hours are Monday — Friday, 8:30AM — 4:00PM
e Position Pay Range: $19.50 - $ 23.77/Hour (Based on Qualifications)
e Health, Vision, Dental, Life Insurance

e Health Savings Account (H.S.A.) Contributions
e Wisconsin Retirement System
e Wisconsin Deferred Compensation Program

APPLY! e Paid Time Off

To apply for this position, please submit a county employment application, resume, and three professional references to:
Florence County Clerk’s Office

RE: HSD Accounting Administrative Assistant
PO Box 410, Florence, Wl 54121
OR apply by email to:



mailto:dtrudell@florencecountywi.gov
http://www.florencecountywi.com/

