Deputy Clerk Full Time

ADAMS COUNTY

ADAMS COUNTY CLERK’S OFFICE

DEPUTY CLERK
Department: Clerk/Auditor/Recorder Pay Grade: 5
FLSA Designation: Non-Exempt (Covered) Effective Date:May 2026
Reports to:  County Clerk Step/Grade 5B-5D Rate: $18.44-$20.16 per hour

Benefits: Medical/Dental paid for employee, PERSI Retirement, Vacation, Holiday Pay

Summary

This position is full-time, 40 hours per week. The position requires a thorough knowledge of a
wide range of the processes of the Clerk’s Office, including general accounting, accounts
payable, accounts receivable, cash handling, auditing, and internal and external reporting.
These responsibilities require the individual to use sound technical judgment on accounting and
financial questions daily. It is also critical that this position understands what information is
available to the public and what is confidential.

The principal function of an employee in this class is to perform various duties in the Clerk’s
office. The work is performed under the supervision of the County Clerk. The principal duties of
this class are performed in a general office environment.

Essential Duties and Responsibilities (will vary by assignment)

» Learn the County Election Process and be the key support person to the Election Director.

» Process weekly court fines/fees into the county financial system.

e Learn the County Recording Process.

e Learn the County Financial Process and be the backup person for the County Auditor.

e Learn the County Payroll Process and be the backup person for the Payroll Clerk.

e Assist members of the public by issuing marriage licenses, passports, alcohol permits, public
records, court records, and other requests.

» Process Solid Waste/Landfill tipping fees for the county, maintain and track monthly logs and
records.

» Indigent account management, payment processing, and monthly invoicing.

» Manage county vehicle records and asset listing with ICRMP.

« Manage certificates of liability, retention records, and other important documents.

¢ Maintain complete confidentiality.

e Performs other related duties as required and assists in all functions of the Clerk’s office.

Competency Requirements

Knowledge of:

e Principles and procedures of payroll processing and accounting.

e Principles, procedures, and objectives of financial record keeping and reporting.

¢ Microsoft Office programs
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Ability to:

Perform time management and scheduling functions, meet deadlines, and set project
priorities.

Organize and work independently in all aspects of computerized accounts payable
processing.

Work in an environment of constant interruptions and background noise.

Interpret and apply related payroll Generally Accepted Accounting Principles (GAAP).
Maintain records efficiently and accurately and prepare clear and concise reports.

Establish and maintain effective working relationships with other County employees,
supervisory personnel, and the public.

Operate standard office equipment including a personal computer using program applications
appropriate to assigned duties.

Communicate effectively both orally and in writing.

Use logical and creative thought processes to develop solutions according to written
specifications and/or oral instructions.

Acceptable Experience and Training

High school diploma or GED

Preferred two (2) years of accounting or bookkeeping experience, preferably with payroll
experience.

Any equivalent combination of experience and training which provides the knowledge and
abilities necessary to perform the work.

Essential Physical Abilities

Sufficient clarity of speech and hearing, with or without reasonable accommodation, which
permits the employee to discern verbal instructions and communicate effectively on the
telephone and in person.

Sufficient visual acuity, with or without reasonable accommodation, permits the employee to
comprehend written work instructions and review, evaluate, and prepare a variety of
written/typed documents and text materials.

Sufficient manual dexterity, with or without reasonable accommodation, permits the employee
to operate standard office equipment and a personal computer.

Sufficient personal mobility, flexibility, agility, and physical reflexes, with or without reasonable
accommodation, permit the employee to lift to 25 pounds, sit and work at a keyboard for an
extended period, and work in an office environment.
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