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SALARY: $22.73 - $34.10 Hourly
$47,286.62 - $70,929.93 Annually
DIVISION: Finance
DEPARTMENT: General Accounting
OPENING DATE: 11/19/21
CLOSING DATE: 12/03/21 11:59 PM
DESCRIPTION:

THE STARTING SALARY WILL NOT EXCEED 10% OF THE SALARY RANGE

The professional accounting work will cover certain phases of financial, accounting, and
administrative management, control, and analysis. Assignments are general indicating both the
results desired and the questions that may be asked relating to major objectives and priorities.
All work will be reviewed through audits, internal checks, reports, observations, and by what
results are obtained on job assignments. This position is a Fair Labor Standards Act (FLSA)
exempt position and may be required to perform work outside and beyond normal working hours
to include weekends, holidays, times of critical deadlines, projects, and/or other time-sensitive
duties and or responsibilities.

ESSENTIAL DUTIES & RESPONSIBILITIES:

Representative duties and tasks expected of this position are listed below. This list does not
include marginal tasks that are also performed but are incidental to the primary functions. The
omission of specific statements of duties does not exclude them from the position if the work is
similar, related, or a logical assignment to the position.

o Analyzes Board or Clerk expenditures, revenues, general ledger, budget, and other
reports.

o Prepares, reviews, and verifies journal entries.

o Reviews transactions for compliance and proper allocation.

o Reviews and analyzes balances and prepares the reconciliation of various funds and
accounts.

o Assists in developing a more efficient operation by preparing forms, controls, systems, and
procedures.

o Verifies compliance with Florida Statutes, GASB, operational accounting procedures and
policies.

o Assists the Treasury Manager and Assistant Treasury Manager with the analysis and
disposition of unclaimed property including issuance of notices, preparation of transmittals
and submission of reports to the Florida Department of Financial Services, Bureau of
Unclaimed Property.

o Updates records and performs calculations including those associated with tax deed
sales.

o Assists the Tax Deed Coordinator with functions associated with tax deeds including
ensuring that all payments are processed according to established accounting procedures
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specified by the Department, all notices are prepared correctly and mailed in accordance
with Florida Statutes, updating the list of lands available, and coordinating tax deed sales.

o Serves as a department liaison with other departments, vendors, customers, and
consultants on rules, regulations, and department policies.

o Communicates and cooperates with related state and county officials, other tax offices,
and related offices.

o Assists the Tax Deed Coordinator with complex tax transactions and inquires.

o Attends professional conferences, meetings, training, and programs as directed.

o Assists in developing policies, procedures and programs to promote efficient and effective
financial operations.

o Regular attendance is required.

MINIMUM QUALIFICATIONS:

EDUCATION and/or EXPERIENCE:

Bachelor's degree (B.A./B.S.) from a four-year college or university with a degree in accounting
or finance. Applicant should have two years of professional accounting experience. A Master's
degree in accounting or a CPA license may be substituted for experience.

Licensure or Certification Requirements:
Valid Florida Driver's License and a driving record acceptable to insurance provider.

KNOWLEDGE, SKILL, and ABILITIES:

Knowledge of generally accepted accounting principles. Knowledge of governmental
accounting practices and auditing standards and procedures. Knowledge of financial and
statistical analysis techniques. Ability to prepare financial statements and reports. Ability to
interpret financial data and tax laws. Knowledge of laws and regulations applicable to the
processing of unclaimed property and Tax Deed sales. Knowledge of software applications such
as Excel, Word, PowerPoint, Publisher and Crystal Reports. Knowledge of county government
functions. Ability to multi-task while maintaining high level of concentration and accuracy despite
constant interruptions. Ability to establish effective working relationships with management,
employees, employee representatives, business professionals and the general public. Ability to
utilize tact and diplomacy to deal effectively with general public and fellow employees. Ability to
communicate effectively both orally and in writing utilizing proper English (grammar, punctuation,
spelling, and sentence structure). Ability to understand and follow oral and written instruction,
complex policies, laws, and directives. Ability to work efficiently and accurately in an atmosphere
of frequent interruptions. Ability to remain calm in stressful situations.

LANGUAGE SKILLS:

Ability to read. Ability to understand policies. Ability to document procedures. Ability to
effectively present information and respond to questions from groups or individuals to include:
directors, managers, supervisors, co-workers, and the internal customers.

REASONING ABILITY:

Ability to apply common sense understanding to carry out instructions furnished in written, oral,
or diagram form. Ability to resolve routine and non-routine problems in a professional,
standardized manner.

MATHEMATICAL SKILLS:

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,
common fractions, and decimals. Ability to calculate tax rates and percentages. Ability to use a
calculator.

OTHER SKILLS and ABILITIES:

Strong knowledge of federal and state regulations. Strong computer skills including proficiency in
Excel. Working knowledge of Banner preferred but not required. Strong work ethic and team
player. Possess integrity and honesty sufficient to properly manage confidential information.
Ability to get along with and work closely with other employees in an open office environment.
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PHYSICAL DEMANDS:

The employee must be able to sit for prolonged periods of time, perform repetitive actions and
motion of one or both hands, lifting up to 25 pounds, bend/squat/kneel, hear ordinary
conversation and office sounds, conduct verbal communication in person and on the phone, and
prepare and read written communication by hand and on PC.

CONDITIONS OF JOB OFFER AND EMPLOYMENT:

» Possess and maintain a valid Driver's License.

» Complete and pass a Background Check of the Florida Crime Information Center (FCIC)/
National Crime Information Center (NCIC).

Past Employment Verification.

Education Verification.

Pre-employment drug test at a County designated test location.

E-Verify Eligibility to Work in the United States.

90-Day Introductory Period.

ADAAA Compliance: The Leon County Clerk of Courts is an Equal Opportunity Employer.
Reasonable accommodations may be provided to qualified individuals with disabilities to enable
performance of the essential mental and physical functions. Applicants and current employees
may request any accommodations they may need in order to perform the essential functions of
the position they hold or are seeking.

Working Conditions: Work is conducted primarily in an office environment. This position
frequently requires working within strict deadlines, under stressful conditions, and with a variety
of personalities.

Equal Employment Opportunity Policy: The Leon County Clerk of the Circuit Court and
Comptroller provides equal employment opportunities to all employees and applicants for
employment and prohibits discrimination and harassment of any type without regard to race,
color, religion, age, sex, national origin, disability status, genetics, protected veteran status,
sexual orientation, gender identity or expression, or any other characteristic protected by federal,
state or local laws.

APPLICATIONS MAY BE FILED ONLINE AT: Position #022208
http://www.leonclerk.com ACCOUNTANT II
DS

301 South Monroe Street, Suite 100
Tallahassee, FL 32301
850-606-4010

850-606-4005

clerk _hr@leoncountyfl.gov
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