
WOOD COUNTY AUDITOR 
 

Job Title Finance  Clerk 
Education Requirements High School Diploma or GED Equivalent 
Department Accounts Payable 
Computer High function computer skills with Microsoft Office 
 
Performance Expectations – The accounts payable employee must possess knowledge of county 
government and the fiscal responsibilities of the Auditor’s office.  Efficient time management, 
mathematical aptitude, accuracy, collaborating with other offices, and evaluation of county expenses 
are expected as per the adapted purchasing and travel policies.  Review requests, answers, or refers the 
public inquires with positive and helpful responses that reflect a standard of excellence in customer 
service.  The ability to get along with others and regular and predictable attendance. 
 
JOB DESCRIPTION 
 Auditing 

1. Reviews invoices submitted by County Departments and payment according to the purchasing 
and travel policies. 

2. Reviews purchase orders and expense codes against requested payments. 
3. Reviews purchases for governmental uses and/or proper use of public funds. 

 
 Payment Processing  

1. Entry of billbacks in accounts payable software for payment and posting to the general ledger 
expense account. 

2. Processing and mailing of county warrants and/or ACH payments. 
3. Responsible for Veterans Office Immediate payments. 
4. Processing Quarterly Recorder Housing Trust Remittance 

 
 Record Keeping 

1. Responsible for maintaining unclaimed funds records, including request for payments and end 
of year fund transfers. 

2. Responsible for W-9 filings of vendors. 
3. Processes new & updated vendor information requests. 
4. Entry of Purchase Orders – paper & electronic 
5. Assisting and obtaining information for the Auditor of State audit 

 
 Additional Finance Duties 

1. Assists with Month end transfers, check and pay-in corrections, and report processing. 
2. Assists with postings of tax settlement and revenue distributions. 
3. Collaborates with other co-workers to cover workflow. 
4. Records and process general public records request and departmental records request. 

 
 General Office  

1. Responsible for Monthly Court Fines Distribution. 
2. Assist with office phones and projects when needed. 
3. Duties as assigned by the Auditor or Immediate Supervisor 

 
 
 
Immediate Supervisor: Chief Deputy 
10/17/2017 
 


