
RTCHLAND COUNTY
POSITION DBSCRIPTION

Position l'iile: Accounts payable Specialist

Reports to: County Clerk

Date: Septembe r 17, 2013

Department: County Clerk

Non-Union pay Grade: 16

Hours per Week: 35

PURPOSE OF POSITION
The purpose of this position is to provide financiar and clericar services in order to ensureeffective andL effi ci ent financi at arij 

"uaiini 
routi ve operati ons.

ESSENTIAL DUTTES AND RESPONSIBILITIES

The followinrg duties are normal for this position. These are not to be construed as excrusiveor all-incrusiive' other duties -uy u.-r.quired and assigned.

o Receive and verify invoices b"fo::g_.?aring voucheyland making payments for alrcourthouse Deparrments, pa;k;, uw-i^;;;";, aii Food Service, UW outray,
3f*ffirTartment' 

county Fair, Land c"".r*Ition Symons Recreation, and MIS

' Make all vendor payments for alr Richland county Deparrments.o Maintain all Richland County Vendor files.o count'rwide IRs Reporting' Issue wisconsin State Sares Tax reports. Issue I099,s tovendors and IRs' Issue RJal pstate 1099's. rrr,r. tu* exempt forms and letters.o collect payments for DNR ricenses, marriage licenses, copies, plat books, and maps.

fj.rT"l"?T?"'J{,'Jff*1[T 
j#:*"Taf',ru*ubasisagainstreceiits

o Perfonn reception tasks. Greet visitors, answer telephqu es t i c'ns, und p r"p u.e m arri ag e il ; ; ;rii.lfi;i,lj|il'.#; ff ::3ff h T;;l:: * t ".o DNR L'icense sales' Issue DNT' li..nr"r. to the general nub.lic, maintaining AutomatedLicense Issuance system rar-isi'""d ora".ing.-u..Jnlregulations 
and DNR information.t Type county Board minut"' rot p"..anent record, Supervisor per dierns, county BoardResorutions and ordinun..r unc 

tweekr 
y .ur"nau.-o irleetings.o Mainta:in county.personner poricies, Board .ot., unJlommittee structure.' 

.1?::1tnfrilffi:ll]" "to'; 'f ip'*, (computers, p.in,.rr, typewriter, carcurator,

' .T,ff;l:nt"tt-ation into the SVRs svstem after an erection incruding new votero Take mi:nutes at elections canvass meetings.o Record ail erections resurts into iie officiar erections resurts book.o compile and maintain informuiion ro, trre ni.rrrani a"*r, Directory.' Type and ma' Tri-county ei.fo.rug.'da to that.or-in..,s members.'ff 
l?.fl f.lffJJ;:"imru:'n**m##*l*:ff,dup,icatinsandco,,ating
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MINIM ulvt TRAINING 
lIpJXpE RrE NCE. RE QUf RED TO pE RFORMESSENTTAL JoB rurucndilb._- ,*

. HiSh school diploma or equivalent is required.o preference for Z-year wo.k experience with Accounts payabre.o preference forknowredge of*orLing;" ;ft_000 environment.o Prellbrence for knowledle of state *i-F;;regurations ,J;;; ro firing r099 forms.
o Must be proficient in Microsoft Excer *aii.roroft word.

PHYSTCAL AND IVIEII-T.IL. ABTLITIES REQUIRED TO PERFORMESSENTTAL JOB rurucrtorus
Language Abitity and Interpersonar communicationt Ability to 

.analYze and catego nze dataand information in order to determine therelationship of the aata witfr.ef"r.n". ;;;;./"i1-o^r; auiti,f . compare, count,liTT#*?.ffi:'iil,fl;T".T.1lfi ,:*fu ffi ,*3;:';,"toassemb,.,"oor,."io.ao

: 
*::H#.:tilize advisory data and information such as county personner poricies, and

o Ability to communicate effectively with county 
"r*, 

county Department heads and#:i:fT:' 
DNR pe'sonner, in' 6;;; rd;:;,dor representati ves, der i verv

Mathematicaf Ability
' 

fltt'J:l,ll 
uoo' subtract, multiplv and divide, and carcurate percentages, fractions and

Judgment and Situational Reasoning Abilityo Ability'to apply situational rellnins abiliti by exercising judgment, decisiveness and
creativity in situations involving a variety 

"rpfuo"nr"a a-rli"rTruj"l,ia frequent change.o Ability to use functional reasoning development inthe performance of serni-routinetunctio:ns invorving rr"rJ*oir"a i,ort ;il#;hoice of action.
Physicat Req'luiremen9

' 
fJ#l1::lH:i:,ff,:ffriJi,"j;ild coordinate eves, hands, reet and rimbs in

' 
*,0$H ,l,:, :T:lffi ;trT#", ff xu#,,# *l i n g computer k evbo ard, rypewri ter,

' 
*T:g"ll, fr1h'fi1,ff"Hffi,#ffi:l:#lltT#:lar using simpre toors Ab'ity

o Ability t' reco'nize and identifr individuar characteristics of colors, forms, sounds,
tastes, odrors, textures .tr. 

^rorjuted with objelJ,"riur"nu,. and ingredienrs.
Environmentaf Adaptability
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o Ability' in regard to environmental factors such as temperature variations, odors, toxic
ffi*##lJllffiJJ'rations, wetness, disease and/or a.rrt, to ioii. under unsafe and

Richland county tt 
T1 

t:ual opportunity Employer. In compriance with the Americans withDisabilities act' the:::y:t';t;';;. reasonabie accommodations to quarified individuarsf**:t'Iilfi ,Tff T:H?]|l:l ;;-ecti ve *a .uo*t empr oyees io ai. 
"u,, 

potenti ar

EmptoyeeC Sfriffi
S uperviso/s S igr n-ature

Date
Date
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A Re.soh 
RESOLUTION No. 13 _ 

-116
o"'r.,iptionJ''rrtion ll'eclassising Two positions In The 

"ounofiloffice And Approving New Job
WHEREAS ir ic ---^_

descriptions t ril':]t "*sarY from d:

counrv gou.mri*................f j]db;--#U"'ft:trJ"r"ff.||ff,:;Hfff^1l : recrassirv positi
i ons and r." i,,. J,,i.- Jffi ilr":H:rr"t

. WHEREAS it js provided in Rule lrncrease in *rp-r"ti,;J;;;":":.K!le 24!f the Rules of the Boa.*,*,0*[,'ffi 1X'A.ltri""#"",T'Htr#i"y,;::Jtroo.ff ',];"j::n9".il:111:'1h,",
WHEREA

so*d rorlb*"o:;:*t,:f** and Perso*er Commiftee is now presenting this Resorution to the counry

*u",t#o,Yiffil:t'.BE rr REsoLvED by rhe tuchJand crrcabons in the counry clerk's 
"d". ;;;;o';";ounty Board of Supervisors thar rhe

c,"a" olio [fffg::: Secr'etary Position
Grade r 6 in the co.t-:,", y9o ri t?.io o, 

whjch is currently held byrVls. Amy t ouis, ar the 5-year rate forr-o,'i,,oiJolii"J*ii*-$*#f 
f#ji,trj,'J8f;'#:*:-'^{G;;.TL'sp."i"r;,,uiafter-protatio";;;.' v'lwodtroD rate: $I7 3l per hour), with Ms.

."'' ro"#XiT,l"* t:- crerk Positic
speciarisr at Grade ,h; 

coynlouse rd*[i:l'*hich is current't nt'1.0]I:..Tami Hendrickson, at the 5-year; * 
", "-*inlr"li ; ;il: f ffi yJ,3,1 r:f:{r' * :",!l# ;i r 

i ncat i o n 
? 

r p.;; ;; B en e n ts
r position atiii;-.+1Jil,,:f.;::"j}'"" rate: $re.e4 per hour),

^c- 
BEIT FURTHER RESOLVED that tlottice are eliminared -a ,i"-,li]]j:_::ut *^" positions of Secretary act.,t', om..'.'#,il:Hf"j:X.ttions roi tr,".,.r^,iiilili,il:ff:$;:T,'1,5T:il";T- .

BE IT FL/RTHER IIESOLVED that ths Resolution shall be effe
tn lanuary' 2014' - -4 ' Lu ura' .,us xesolution shall be effective at the start of the first pay period

lr.i3".,Kl?t3iliHir?y rHE FhrANcE AND

VOTE ON FOREGOINC ITESOLUTION

AYES 
NOES

DATED September I ?, 2OI3

FOR

V

AGAINST

-

r'./'
---*-l' l'/
--___

I

JZ.

_(

RESOLUTION. Adopced


