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BENTON COUNTY POSITION DESCRIPTION 

CLASSIFICATION BAND GRADE SUBGRADE FLSA STATUS 
Supervisor B 3 - Supervisor 2 Exempt 
POSITION TITLE: Accounting Staff 

Supervisor 
POSITION#:  

☒New     ☐Revised    Date: 10/28/2022 
SERVICE TYPE:  NON-REP MANAGEMENT 
Employee 
Name: 

Vacant Department: Financial Services Supervisor: Deputy Director of Financial 
Services 

FTE:  1.0 Employment Status:        Regular Full Time 
 

Position Summary:  

Responsible for the development, management, coordination, and evaluation of accounting staff, including the 
revenue team, payable team, and courier/mail clerk.  Plays a key role in development of processes to insure that the 
operations and flows of the department are smooth. Provides operational oversight of revenue and payable activities 
and processes.  This position is part of the Financial Service Department management team in developing, 
implementing and maintaining strategic initiatives related to internal controls, process improvement, and risk 
management that have an impact on the entire County. 
 
Provide contract management support for various departments. 

 

Essential Duties:   

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

Essential Duties: 
 Maintain adequate staff within budgeted levels, and routinely review operational expenses 

to ensure they are within assigned budget authority. 
 Supervise revenue and payable team personnel and the courier/mail clerk.  Includes 

prioritizing and assigning work, conducting performance evaluations, ensuring staff are 
trained, ensuring that employees follow policy and procedures, maintaining a healthy and 
safe work environment and making hiring, termination and disciplinary decisions. 

 Manage staff schedule, including time off requests and leave balances for all employees 
supervised. 

 Train or instruct employees in job duties or policies or arrange for training to be provided.  
Provide opportunities for ongoing coaching, mentoring and technical assistance with staff.  

 Discuss job performance problems with employees to identify causes and issues, and to work 
on resolving problems.  Provide employees with guidance in handling difficult or complex 
problems or in resolving escalated complaints or disputes. 

 Prepare Personnel Actions and Position Establishment/Change forms as needed for staff 
under this position’s supervision. 

55% 

2 MFA: Operational Oversight 
Essential Duties: 

 Manage day to day activities of the revenue and payable services.  Evaluate deliverables and 
outcomes.   

 Regularly communicate the achievements and challenges of the teams with the Deputy 
Director. 

 Assist in determining priorities.  Assess, recommend, and implement staffing, and equipment 
resources to effectively implement goals.  

 Monitor operational area and make recommendations regarding processes to promote 
efficiency, effectiveness, and professional service delivery.  

30% 
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 Participate in the development and lead implementation strategies that may include 
multiple functions within Financial Services.  Promote best practices and compliance with 
policies and procedures.    

 Facilitate meetings with staff to communicate, engage input and feedback, and promote 
understanding of policy and operational goals, outcomes, and improvements. 

 Collaborate with other Count Department staff and managers in the design, development 
and implementation of Quality Improvement processes and initiatives that intersect with or 
impacts the operational area. 
 

4 MFA: Contract Management Support 
Essential Duties: 

 Assist in the negotiation of contracts and amendments and consult with County Counsel to 
facilitate clarification of legal issues and the approval of contract or agreement language. 

 Coordinate and oversee contract review and approval process, sometimes between multiple 
managers. 

 Evaluate standard or routine terms and conditions associated with contracts, agreements or 
other documents requiring County acceptance of terms and conditions. 

 Independently determine appropriate contracting method and issue contract documents 
using approved templates or create template for program’s specific need.  

 Utilize knowledge of contract elements to assist departments in analyzing statements of 
work, deliverables, and contract language to strengthen overall agreement and identify 
potential risks to standard or routine contracts.  

 Assure agreements are entered into the County’s electronic Contracts database (MUNIS) and 
provide routine maintenance to the system to ensure data integrity.   

 Assure contract compliance issues are met by Contactors including, receipt of insurance 
certificates and licensures.   

 Act as the “gate keeper” and communicate contract information to all involved including: 
County Counsel, accounting staff, Human Resources, department directors. 

 Develop, conduct and manage solicitation methods, including Requests for Proposals (RFPs), 
Requests for Qualifications (RFQs), and invitation to bid (ITB) from initiation through award. 

 Provide procurement expertise to program staff as they plan to procure contracted services. 
 Administer and facilitate solicitation processes to ensure the integrity of all aspects of the 

process.  

10% 

5 MFA: Special Projects & Other Duties As Assigned 
Essential Duties: 

   

5% 

6 MFA: Essential Duties: % 
Percentages should total 100% 100% 

 

Special Requirements: 

2 year of supervisory or lead experience or equivalent. 
 

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 
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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.   

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:   


