
Order Number: 
NY1521330 
Date Job Order Received: 
01/07/2025 
Number of Openings: 
1 
Company Name: 
Lewis County Civil Service 
Job Title: 
Senior Account Clerk 
Minimum Experience Required: 
2 Years 
Job Description: 
The work involves responsibility for the independent performance of moderately difficult 
financial accounts and records maintenance. The work may require decision making as 
to methods to be used and classification of records and accounts. The incumbent is 
responsible for entering and retrieving information using computer 
database/spreadsheet software. The work is performed under general supervision. The 
incumbent may train lower level clerical workers. Supervision may be exercised over the 
work of account keeping and clerical workers. Does related work as required. Typical 
Work Activities Reviews a variety of complex financial documents, classifies them and 
distributes items into a variety of accounts according to prescribed procedures and 
policies; Posts figures to appropriate accounts, makes all necessary adjustments in 
balances and verifies and reconciles balances; renews status of accounts as 
adjustments are made and takes appropriate action such as authorizing payment, 
issuing checks or preparing bills; Tracks, audits and monitors a variety of accounts; 
Verifies adjustments are made to correct allocations and issues reports as required; 
Prepares complex financial or statistical summary reports; Checks for accuracy of 
computations and completeness or supervises the preparation of daily, weekly and 
monthly reports which are compiled into summary reports or claims for County, State or 
Federal reimbursement; Prepares in final format, accounting and financial statements, 
payrolls, statistical tabulations and data, form letters, memoranda, vouchers, reports, 
requisitions or data from various equipment as the source material; Prepares funds for 
deposit into bank accounts, reconciles accounts and prepares reports from information; 
Issues receipts for monies received; Contacts clients, vendors or other agencies to 
obtain additional information; Provides information orally or in writing in response to 
inquiries on status of accounts; Processes, sorts, indexes, records and files a variety of 
control records and reports, or supervises the process; Performs complex payroll 
transactions or may prepare payroll for entire department and prepare all related 
reports; Operates calculator, peripheral computer equipment and other office 
equipment; May assist in preparation of figures and reports for use in budget 
preparation. May supervise employees by assigning and reviewing completed work and 
instructing new employees in specialized account keeping activities. Minimum 
Qualifications A) Graduation from a regionally accredited or New York State registered 
college or university with an associates degree in accounting, business management, or 
business administration; or B) Graduation from high school and two years of experience 



in maintaining financial accounts and records; or C) An equivalent combination of 
training and experience as defined by the limits of (A) and (B) above. NOTE: Verifiable 
part-time experience will be pro-rated toward meeting full-time experience requirements. 
Job Location: 
Lowville, New York 13367 
Pay: 
$22.38 - $26.64 Hourly 
Benefits: 
No benefits specified. 
Hours per Week: 
Not specified. 
Duration: 
Full Time, Regular 
Work Days: 
Monday Thru Friday 
Shift 
Not specified. 
Public Transportation: 
Not specified. 
Minimum Education Required: 
High School Diploma 
Driver Licenses, Including Endorsements: 
Not specified. 
How to Apply: 
To apply, contact the employer by: Internet or Phone 
Phone: Smith, Caitlyn (315) 377-2049 
Web-site: https://www.governmentjobs.com/careers/lewiscountylewiscountycl? 
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