
 

LINCOLN COUNTY (SD)  

invites applications for the position of: 
 

Accounting Specialist 

All applications must be submitted by 5:00 p.m. on the date the position closes. 

SALARY: $14.74 - $16.28 Hourly  

OPENING DATE: 09/16/16 CLOSING DATE: 10/07/16 05:00 PM 

GENERAL INFORMATION: 

Lincoln County invites applications for an Accounting Specialist. The Accounting Specialist performs 

moderately complex accounting work and administrative support work for the Lincoln County Auditor's 

office. Responsibilities may include processing accounts payable, vouchers for vendor payments, 

preparation of financial reports, balancing of all county funds, and providing customer service through 

direct, mail, and phone contact. 

EXAMPLES OF DUTIES INCLUDE: 

Process and prepare vouchers for payment. Research and resolve billing issues. Verify purchases and 

reimbursements. Maintain compliance to bidding laws and county procedures. Prepare and mails checks 

and finalize voucher processing. Enter accounting data and other accounting records in the computer 

according to established methods and procedures. Check for accuracy and completeness. Make routine 

adjustments and maintain various receipts/expenditure ledgers, making divisions by fund, individual or 

budgetary account in accordance with policies and procedures. Review monthly reports of revenues and 

expenditures. Determine need for budget supplements or other adjustments. Perform account 

reconciliations, monitor vendor accounts, research and resolve payment discrepancies. Compare County 

Department fixed assets with Fixed Assets report. Provide assistance and information to other 

departments and the public through direct, mail, and phone contact. Analyze work processes in an effort 

to create written documentation of work processes and suggest improvement in work flow. Assist with 

completion of county elections, process absentee ballots, answer voter questions, and help with general 

flow of events on election days. 

MINIMUM QUALIFICATIONS: 

Associate's degree in accounting or closely related field plus three years of work experience in the 

accounting field or comparable combination of education and experience. Working knowledge of standard 

office and bookkeeping practices and procedures. Ability to follow written instructions and procedures. 

Working knowledge of the principles, theories, and practices of accounting including government and 

fund accounting. Ability to use computer screen and keyboard for extended periods of time. Ability to 

analyze work processes, create written documentation of work processes, and suggest improvements in 

work flow. Ability to communicate effectively verbally and in writing. Ability to establish and maintain 

effective working relationships with coworkers, other agencies and the public. Ability to maintain 

professional appearance and demeanor. 

PREFERRED QUALIFICATIONS: 

Knowledge of County accounting and financial reporting. General knowledge of election laws. 

 

APPLICATIONS MAY BE FILED ONLINE AT: http://www.lincolncountysd.org 

OUR OFFICE IS LOCATED AT: 

104 N. Main, Canton, SD 57013 

605-764-6609 or 605-367-4337; HR@lincolncountysd.org 

Position #16-08 

ACCOUNTING SPECIALIST 

JD 

Lincoln a County is an Equal Opportunity Employer and does not discriminate on the basis of race, color, creed, religion, national origin, citizenship, 

ancestry, gender, gender identity, sexual orientation, marital status, pregnancy, age, disability, veteran's status, genetic information, or any other 

protected group in accordance with state and federal law. Arrangements for accommodations required by disabilities can be made by contacting Human 

Resources at (605) 367-4337. 

 

http://www.lincolncountysd.org/
mailto:HR@lincolncountysd.org

