Herkimer County

DEPUTY COUNTY TREASURER

DISTINGUISHING FEATURES OF THE CLASS:

This is important administrative work involving responsibility for supervising the staff of the
Treasurer's Office and for occasionally independently administering the functions of the office.
Supervises the operation of the Treasurer's Office during the absence of the County Treasurer,
performs complex and technical accounting work in the County Treasurer’s Office. Duties
include responsibility for maintaining and keeping in balance the general ledger, accounting for
all revenues received by the County, and having overall charge of books of original entry and
subsidiary ledgers for accounts contained in the general ledger. Consultations are held with the
Treasurer for the purpose of formulating policy and establishing procedures. The work is
performed under the general supervision of the County Treasurer. Supervision is exercised over
the work of the accounting and account clerical staff.

TYPICAL WORK ACTIVITIES: (Illustrative only)

Is responsible for maintaining the general ledger serving as a central record and control on a
number of individual accounts;

Maintains subsidiary ledgers on individual accounts, totals of which are contained in the
general ledger;

Has charge of books of original entry such as general journal, cash journals, etc.;

Prepares monthly financial reports of balances of the appropriation accounts for all
departments;

Assists in preparation of the annual financial report to the State Comptroller;

Supervises the maintenance of a large variety of accounts associated with a variety of tax
receipts, tax sales, budgets, bails, trust accounts, etc.;

Supervises the keeping of account ledgers by subordinates;

Prepares complex financial and statistical reports;

Supervises the reconciliation of bank balances periodically;

Supervises the operations of department personnel and trains new personnel;

Uses a personal computer to make financial inquiries, maintain records and make analyses;

May provide any other related cash flow analysis and/or reports as needed by the County
Administrator;

May have limited responsibility for the deposit and investment of county funds;

Prepares daily bank deposits and records all monies received;

Acts for the County Treasurer in his or her absence.

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL

CHARACTERISTICS:

Thorough knowledge of modern accounting principles and practices as related to County
government; Good knowledge of office management principles and procedures; Good knowledge
of existing laws pertaining to the operation of the Treasurer's Office; Resourcefulness in
applying accounting procedures and practices to problems encountered in work; Ability to
prepare and maintain accounting records and reports; Ability to analyze and organize complex
oral instructions and/or written instructions; Ability to develop effective working relationships
with subordinates and other contacts;
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FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL
CHARACTERISTICS: (cont.)

Ability to learn software programs and utilize computer to enter and retrieve data; Integrity and
good judgment in solving complex account-keeping problems; Ability to plan, assign and
supervise the work of others; Accuracy; Honesty.

MINIMUM QUALIFICATIONS:

(A) Graduation from a regionally accredited or New York State registered college or
university or one accredited by the New York State Board of Regents to grant degrees
with a Bachelor’s degree in accounting, business or public administration, economics or
related field, including or supplemented by 16 semester credit hours in accounting; OR

(B) Graduation from a regionally accredited or New York State registered college or
university or one accredited by the New York State Board of Regents to grant degrees
with a Assoicates degree in accounting, business or public administration, economics or
related field, including or supplemented by 16 semester credit hours in accounting, and
two (2) years of financial experience; one year of which shall have included supervisory
experience; OR

(C) Graduation from high school or a high school equivalency diploma and four (4) years of
financial experience; one year of which shall have included supervisory experience.
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