
 

LINCOLN COUNTY (SD)  

invites applications for the position of: 
 

Payroll Specialist 

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

SALARY: $15.03 - $16.61 Hourly  

OPENING DATE: 04/12/17 

CLOSING DATE: 05/1/17 05:00 PM 

GENERAL INFORMATION: 

The Lincoln County Auditor's Office invites applications for a Payroll Specialist to perform timely and 

accurate payroll processing, accounts receivable, maintaining employee payroll files, preparing payments 

for vendors, assisting with County elections, and preparing a variety of reports. 

 

***Applicants should attach a resume and cover letter to the online application.*** 

EXAMPLES OF DUTIES INCLUDE: 

Process payroll. Compute hours, wages, deductions, and enter all payroll data into internal computer 

system. Verify accuracy of time sheets and input of information. Maintain payroll reports; monthly, 

quarterly and annually. Maintain employee files for direct deposit, tax withholding, and deductions 

including insurance, child support, and garnishments. Enter bank routing numbers, account numbers, 

dollar amounts, and information from W-4's. Proactively research and keep informed of updated changes 

to tax and deduction laws that may apply to the payroll process. Provide support for mental illness and 

poor relief billing process. Assist with preparation for County primaries and general elections. Provide 

assistance to clients and co-workers. 

MINIMUM QUALIFICATIONS: 

Associate's Degree in accounting, finance, or closely related field plus three years of relevant experience 

or bachelor's degree plus one year of relevant experience. Comparable combination of education and 

experience may be considered. Knowledge and ability to use various office computer programs. Working 

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

accounting. Ability to maintain organized records and reports. Ability to use computer screen and 

keyboard for extended periods of time. Ability to communicate effectively verbally and in writing. Ability 

to establish and maintain effective working relationships with employees, other agencies, and the public. 

Ability to maintain professional appearance and demeanor. 

PREFERRED QUALIFICATIONS: 

Knowledge of County accounting and financial reporting. Payroll experience. General knowledge of 

election laws and experience with TotalVote Software preferred. 

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

OUR OFFICE IS LOCATED AT: 

104 N. Main, Canton, SD 57013 

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

Position #17-06 

PAYROLL 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. 
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