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LINN COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER M/F




Human Resources Department


Linn County, Iowa
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Lisa Powell - Human Resources Director
Jean Oxley Public Service Center

Diane Losch – Human Resources Assistant
935 Second Street Southwest


Amy Vermie– Human Resources Assistant
Cedar Rapids, Iowa  52404-2100

Kirsten Nelson – Human Resources Coordinator

Denise Vander Sanden – Human Resources Clerical Specialist
March 20, 2017
*KEYBOARD TEST REQUIRED PRIOR TO THE DEADLINE.

All applicants must report in person to the Linn County Human Resources Department at 

935 2nd Street SW between the hours of 8:00 a.m. and 4:30 p.m. Monday-Friday to complete the keyboard test.  No appointment necessary.  Please call 319-892-5120 if you have completed the keyboard test in the past 90 days, as you may not have to re-test.
SENIOR ACCOUNT CLERK
LINN COUNTY SHERIFF’S OFFICE
Full time position to code and validate documents and transactions, post to ledger, register, journals and other books of entry.  Adjust and reconcile accounts and records, taking trial balances; inspect accounts for accuracy and completeness and compiles reports and statements from accounts, records, and other sources.  Prepares payroll for payment.  Processes invoices for payment.  Purchases supplies and equipment.  Develop modifications or initiate improvements in record format or systems.  Maintain records of purchases, receipts of materials from vendors or supply sources, and distribution to users.  Issue receipts of payments due by court decree, and disburse these monies by check to recipient.  Enter data into computer system and reconcile computer reports.  Balance cash drawer and prepare individual bank deposits.  Protect and prepare outgoing checks.  Assists with the collection process of past due court fines and room and board payments.  Handle difficult questions from the public regarding accounts.  Assists clients with financial matters.  May supervise the work of other account clerks; train new employees and serve as lead worker. Processes and is responsible for confidential information.  Performs all other related duties as assigned.

QUALIFICATIONS:
High school diploma or equivalent with one (1) to three (3) years of experience in a related field or any equivalent combination of training and experience which provides the required knowledge, skills and abilities.  Thorough knowledge of the principles and practices of bookkeeping.  Knowledge of the collections process helpful.  Working knowledge of office principles, practices and equipment.  Knowledge of accounting procedures.  Knowledge of computers, microcomputers, word processors and related printers.  Knowledge of the Code of Iowa pertaining to office procedures.  Ability to maintain account records and to prepare clerical and routine financial reports and statements.  Ability to make and verify arithmetical computations and tabulations rapidly and accurately.  Ability to understand and complete oral and written instructions.  Ability to establish effective working relationships with other employees and the general public.  Ability to type and operate a calculator, adding machine, computer terminal and other office machines.  Must pass a 45 wpm keyboard test and a basic Excel test administered by the Human Resources Department.  Must pass a County physical examination which includes a drug test after offer of employment.  Subject to criminal history review.  Regular work attendance required.
SHIFT:
8:00 a.m. – 5:00 p.m.
SALARY:

$17.40/hour
DEADLINE:
Wednesday, March 29, 2017
APPLY AT:
www.linncounty.org (Job Opportunities)
� EMBED PBrush  ���
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