DAWES COUNTY TREASURER’S OFFICE
COUNTER CLERK
JOB DESCRIPTION
POSITION TITLE:  COUNTER CLERK
REPORTS TO: Dawes County Treasurer

JOB SUMMARY:

Clerk will play a crucial role in customer service, processing transactions, and assisting with various administrative tasks within the Treasurer’s Office.  This role requires excellent attention to detail, strong communication skills, and the ability to collaboratively in a fast-paced environment.
ESSENTIAL FUNCTIONS:

1. Utilizes a variety of computer programs in the preparation and issuing of departmental documents and records.
2. Prepares, types, compiles and maintains a variety of departmental records, reports, correspondence and other documents
3. Assists with maintaining and updating file system to ensure accuracy of records and reports.
4. Utilizes a wide variety of standard office equipment in the performance of duties, including but not limited to: fax machine, copier, calculator, cash register, printer and computer.
5. Answers the telephone, takes accurate messages and/or independently handles inquiries, provides information and assistance.
6. Processes incoming and outgoing mail according to departmental procedures.
7. Ability to prioritize tasks, manage time effectively, and meet deadlines in a fast-paced environment.

8. Excellent attention to detail and accuracy in numerical data entry and financial calculations.

9. Ability to adjust to new procedures, as the state laws or office procedure change.
10. Perform other duties as assigned.

ESSENTIAL KNOWLEDGE, EXPERIENCE AND ABILITY:

1. Ability to follow written and verbal directions.
2. Knowledge of and ability to utilize general office procedures, standard clerical techniques and office equipment.
3. Knowledge of County polices, rules and regulations.
4. Ability to maintain the confidentiality and handle sensitive financial information appropriately.
5. Knowledge of and experience in utilizing a variety of computer programs pertaining to the County Treasurer’s Office.
6. Ability to maintain departmental records, to compile information and prepare accurate reports.
7. Ability to work independently and make decisions on the basis of established procedures and policies.
8. Ability to perform accurate mathematical calculations such as addition, subtraction, multiplications and division using a calculator, computer key pad or manually.
9. Strong proficiency in using computer software and office applications, including spreadsheets, word processing and database management.
10. Knowledge and utilization of business English, spelling, grammar, punctuation and arithmetic.
11. Ability to maintain cooperative working relationships with fellow employees, governmental officials and the general public.
ESSENTIAL PHYSICAL DEMANDS AND TYPICAL WORKING CONDITIONS:
1. Work is performed indoors in an office setting and requires routine bending, lifting and carrying of office and other departmental supplies weighing up to 50 pounds or more.
2. Must be able to stand for a long period of time.
3. Must maintain an acceptable level of attendance, punctuality and availability as determined by the regularly scheduled hours for this position.

4. Must work at the assigned work area.

5. Work duties require considerable interaction with the general public.
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