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Position Title:  Accounting Administrative Assistant 
Department: Human Services 
Reports To: Human Services Director and Financial Manager/Accountant 
FLSA Status: Full-Time (35 hours per week)/Non-Exempt 
Salary Range: $19.50/Reference Rate from last wage review 
Salary Grade/Level: 10 
 
Position Summary: Provides clerical and foundational financial and billing support to department and financial manager, 
handling tasks like data entry, accounts payable/receivable, and vendor communication. Key duties include program 
billing, processing invoices, preparing reports, and managing office correspondence, requiring strong attention to detail 
and proficiency in software like Excel.  Performs other monthly, quarterly and annual accounting transactions as 
assigned by the Director or Financial Manager/Accountant to meet the requirements of all State/County Contracts. Acts 
as the Program Coordinator for the historical Housing Program(s). 

Essential Functions: 

• Provide day to day administrative support to HSD staff including, customer service, data entry, and other 
clerical-type duties. 

• Prepare monthly CLTS Third Party Administration claims and submit to Gainwell for prompt reimbursement 
and reconcile upon receipt of payment.  Follow up on denials and unpaid claims. 

• Prepare, submit, and reconcile monthly Birth to Three and Behavioral Health Medical Assistance claims.  Follow 

up on denials and unpaid claims. 

• Run, review, and analyze reports from the Electronic Health Record (EHR) system monitor completion of required 

documentation and billable activities; follow up with staff regarding missing, incomplete, or overdue billing-related 

information 

• Complete Ability to Pay paperwork with clients as needed; Send and track invoices; Monitor balances and submit 

to TRIP as needed 

• Respond to billing questions from clients in a professional manner 

• Assist with month-end closing, create routine financial reports, complete grant and program reporting, and ensure 

compliance with internal accounting and auditing policies 

• Prepare and monitor annual Purchase of Service contracts and obtain required documentation. 

• Maintain and perform background check information on all Department providers as required. 

• Review employee timesheets for accuracy and ensure recorded hours align with time tracking and related 
attendance documentation; communicate discrepancies to appropriate staff 

• Manage outstanding Housing loans via a computer-based system; prepare monthly and annual Housing journal 
entries/financial reports; prepare and distribute CDBG Housing checks. 

• Schedule, attend, prepare and present information at quarterly Housing Meetings. 
• Develop Housing agendas for review and approval of Director and Committee Chair. 

• Perform data entry into the Departments Electronic Health Record and other county & state required systems. 

• Assist HSD staff in the elimination of manual processes within the Department through the creation of 
computerized systems. 

• Operate as a Resource Specialist by becoming knowledgeable of available assistance and connecting customers 
appropriately with program contacts and other available resources. 

• Assist and schedule appropriate interagency and program meetings. 

• Participate in facilitating the Behavioral Health After Hours Clinic. 

• Prepare and send Board of Directors (BOD) packets; Post agendas; Attend and take minutes during BOD meetings 

• Assist in managing the Director’s to-do list 

• Manage the front lobby area; update documents and resources as needed; ensure area is clean and tidy; make 
recommendations to Director on possible changes or improvements 

• Serve as the primary point of contact for incoming phone calls and visitors; provide assistance directly or route 
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inquires to appropriate staff.  Communicate when unavailable to serve as point of contact due to meetings, etc. 

• Update website as needed 

• Schedule appointments/meetings for agency needs including but not limited to: vehicle maintenance, Director’s 
meetings 

• Order agency office supplies and client needs after being approved 

• Other duties as assigned. 

Supervisory Requirements: 
• N/A 

 
Education: 

• Associate degree in Accounting, Business, or a related field. Experience in a human services or other governmental 
accounting position is preferred. 

• Previous experience (1-2+ years) in administrative, clerical, or bookkeeping roles is required. Equivalent 
experience and/or training in the human services or accounting field may be considered. 

 
Knowledge, Skills and Abilities: 
Any equivalent combination of training and experience, which provide the following knowledge, skills and abilities: 

• Basic understanding of Generally Accepted Accounting Principles (GAAP) 

• QuickBooks experience preferred to perform necessary fiscal agent tasks. 
• Considerable knowledge of various software including Excel spreadsheets, accounting software, word-

processing and email. 

• Basic understanding of allowable costs as outlined in various program manuals. 

• Ability to deal effectively with the public, cooperate with related agencies and organizations and clearly 
interpret and apply policies and directives of the Director, Financial Manager/Accountant, the Board, 
and State. 

• Ability to identify inefficiencies and work toward efficiencies through the use of automated processes. 

• Ability to effectively handle responsibility, take initiative, and adapt well to frequent change. 

• Ability to maintain confidentiality, handle conflict, and direct clients appropriately. 

• Self-starter, have the ability to work independently, and effectively handle responsibility. 

• Possess excellent verbal and written communication skills in order to relate with a wide variety of individuals. 

• Possess excellent organizational and time management skills 
• Ability to problem solve and identify resources (internal and external) available for assistance. 

• Ability to travel to in-state trainings as required. 

• Ability to obtain necessary knowledge and skills related to County, State, and other policies and procedures to 
perform position effectively 

• Must possess a valid Wisconsin driver’s license and have access to a reliable personal transportation with 
adequate auto insurance to meet minimum County requirements or other reliable means for local and state 
wide travel. 

 
Physical Requirements: 

• Frequently required to stand, walk, sit, use hands and fingers to handle or feel, reach with hands and arms, talk 
or hear. Occasionally required to stoop, kneel, or crouch. 

• Regularly lift and or move up to 15 pounds and occasionally lift or move up to 25 pounds. 

• Vision requirements include close, distant, color, peripheral, depth and ability to adjust focus. 
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Work Environment: 

• Office environment. Minimal noise level. 

 
 

Employee Acknowledgement: 
 
I acknowledge that I have received a copy of the Accounting Administrative Assistant job description and understand 
that it is my responsibility to read and understand it. I am able to perform the essential functions as outlined with or 
without reasonable accommodation. I understand that this job description may be used as a tool to evaluate the 
performance of my duties. If I have any questions about this job description or my job duties, I understand that I should 
ask my supervisor or department manager. 

Florence County is an Equal Opportunity Employer. Florence County does not discriminate on the basis of any Wisconsin 
or Federal projected classification. In compliance with the ADA, Florence County will provide reasonable 
accommodations to qualified individuals with disabilities and encourages both prospective employees and incumbents 
to discuss accommodations with their employer and/or supervisor. 
 
 
 

 

Signature Date 

 

Printed Name 
 
Approved HSD Board: M a y  2 8 ,  2 0 2 6  
Approved Personnel: J u n e  04, 2026 


