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BENTON COUNTY POSITION DESCRIPTION 

CLASSIFICATION BAND GRADE SUBGRADE FLSA STATUS 
Business Specialist B 2 2 Non-Exempt 
POSITION TITLE: Accounting Clerk  POSITION#:  
☐New     ☒Revised    Date: 03/15/2022 
SERVICE TYPE:  AFSCME 
Employee 
Name: 

 Department: Financial 
Services 

Supervisor: Controller 

FTE:  1.0 Employment Status:       Regular Full Time 
 

Position Summary: 

Responsible for accounting transactions including accounts payable and purchasing.  May provide specialization and 
focus on one or more areas of accounting, as assigned.   

 

Essential Duties:   

No. Major Functional Area (MFA) % of Time 
1 MFA: Accounts Payable 

Essential Duties: 
 Verify, process, and enter invoices for payments. 
 Reconcile purchase orders to invoices. 
 Process monthly and quarterly payments. 
 Manage vendor master file. 
 Ensure travel packets are completed and available to employees with necessary 

information. 
 Reconcile and enter purchasing card transitions. 

80% 

2 MFA:  Travel Request Processing 
Essential Duties: 

 Audit to ensure requests comply with County and Health travel policies 
 Review transportation among all involved parties 
 Attain all necessary authorizations 
 Audit to ensure all documentation is complete prior to issuing checks 
 Notify appropriate manager when variations to policy are found and ensure 

that  documentation for special circumstances exist 
 Prepare per diem and reimbursement check requests 
 Liaise with County Finance to ensure accounting and payments are correct 
 Review or complete travel request forms 
 Verify or secure reservations as necessary 

10% 

3 MFA: Purchasing and Receiving 
Essential Duties: 

 Order medical products and supplies. 
 Prepare and process purchase orders and credit memos. 
 Manage returns and backorders, and process invoices to verify orders. 
 Receive and process urgent “cold” shipments and medications. 
 Maintain inventory of office supplies. 
 Prepare and submit annual inventory cost. 

5% 

4 MFA: Business Office Support 
Essential Duties: 

 Payout petty cash receipts to staff, reconcile receipts, and reimburse at least monthly. 
 Prepare, obtain approval, and submit monthly, quarterly, and annual reports as assigned. 
 Verify billing budget lines for pager and cell phones.  Assist vendor with troubleshooting 

defective cell phones/pages, replace/reorder as needed. 

5% 
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Percentages should total 100% 100% 
 

Special Requirements: 

2 years financial accounting experience required.  Minimum intermediate experience with Microsoft Excel and 
Outlook required.  Experience using enterprise-wide accounting software preferred. 

 

Physical Requirements: 

Physical Demands    
While performing the duties of this job, the employee is frequently required to use hands to finger, handle or feel; 
talk; or hear. The employee is occasionally required to stand; walk; sit; reach with hands and arms; and stoop; kneel; 
or crouch The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this 
job include close vision, depth perception and ability to adjust focus.  
 
Work Environment 
The employee works in well-lighted, clean environments. The noise level in the work environment is quiet to 
moderate.  Check the following that applies to this position:  The employee may occasionally: ☐ work with angry or 
hostile clients or members of the public, ☒ work with toxic substances and biohazards, and ☐ exposure to infectious 
illnesses. 

 

Emergency Preparedness:   

Benton County is committed to emergency preparedness planning and implementation, and disaster recovery.  In the 
case of a Health Department, County, State, Federal or other emergency or disaster, this position may be called upon 
to assist in responding.  This may require the assignment of additional responsibilities, depending on the 
circumstances. These responsibilities could include unscheduled temporary changes in work schedule and/or work 
duties, including evenings and weekends, work relocation, overtime, working with other community agencies such as 
the local Fire Department, hospitals, the Red Cross and other emergency responders.  The ability to be flexible is 
critical in our overall response to the emergency or disaster.   Under Emergency situations this position may be called 
in to work, supporting Administration in regular duties or other work as assigned.  Per County personnel policy, this 
position may be included in the agency's essential personnel for emergency/disaster response. 

 

NOTE:  The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 

Employee:        Date:   

Immediate Supervisor:       Date:   

 


