
OKANOGAN COUNTY COMMISSIONERS'

RESOLUTION 8 - 2019

A resolution creating Finance/ Admin Technician position in Solid Waste

WHEREAS, the Solid Waste division of Public Works has grown over the years creating
a higher work flow; and

WHEREAS,  currently,  the Public Works Finance section handles payroll,  accounts

payable, and accounts receivable on behalf of Solid Waste; and

WHEREAS, because one fund cannot benefit another, Solid Waste pays Public Works
for the services provided on their behalf; and

WHEREAS, the work load has increased to the point that a full time Finance/ Admin
Technician for Solid Waste is warranted.

NOW,   THEREFORE,   BE IT RESOLVED by the Board of Okanogan County
Commissioners that the position of Finance/ Admin Technician  ( Attachment A)  be

created for the Solid Waste division of Public Works at a grade 16 on the Teamsters
Professional Technical Clerical pay scale.

DATED at Okanog  , rib Washington this  / 3 day of January, 2019.
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POSITION DESCRIPTION:
SOLID WASTE FINANCIAL AND

iC WD ADMINISTRATIVE TECHNICIAN

POSITION SUMMARY

This position provides a mixture of administrative, secretarial and financial support to Okanogan County' s
Solid Waste Division. Individuals assigned to this position are expected to be skilled in a wide range of

clerical and financial matters and typically will be expected to analyze and interpret accounting data,
assist in the development of accounting systems and reports, coding and auditing financial data, and
perform clerical activities.

This position has no supervisory authority. This is an F. L. S. A. non- exempt level position reporting directly
to the Solid Waste Manager.

DUTIES

Assist the Solid Waste Manager with administration of Solid Waste.

Research, compile and analyze information. Draft letters, policies, reports, and grant submittals. Input

data into, and generate letters and reports from Word, Excel, CAMS, Scale- It, EAGL, and various

other computer programs. Assist with timecard entry. Maintain various spreadsheets and databases.

Represent Solid Waste in a professional manner. Answer phones, respond to phone and email

inquiries, log complaints, and refer inquiries to appropriate personnel. Maintain radio or phone
communication with employees for emergency purposes.

Create, maintain and backup a variety of file systems, files and records for quick retrieval of
information. Maintain manuals and update resource materials.

Schedule appointments, trainings, classes and meetings, and coordinate schedules with appropriate

personnel. Make travel arrangements, motel/ hotel reservations, arrange travel advances and review

and reconcile travel expense reimbursements for submission to the finance section and/ or Auditor' s
Office.

Prepare mailings and special deliveries. Sort, stamp, and distribute mail to correct
personnel/ departments.

Provide and/ or coordinate system support for phone and computer systems. Arrange for routine

servicing/ maintenance and repair services for all office machines. Review service contracts.

Maintain office supply inventory, generate purchase orders, and order supplies.  Receive and verify
deliveries. Maintain " small and attractive" and" capital assets" inventory records.

May provide limited personnel services as directed by Solid Waste Manager which shall include
coordinating with Human Resources and may assist with generation of job postings, collecting
applications, scheduling interviews, etc. Familiarize new hires with administrative functions, computer
systems, phones, timecards, filing systems, and office space. This position must maintain
confidentiality of sensitive employee information.
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Maintain a key inventory for Solid Waste and maintain all keys in a secure location.

Perform as Solid Waste Advisory Committee (SWAC) secretary. Duties include but are not limited to
attending meetings after normal work hours, record meeting minutes, provide information to the
committee, prepare and mail out meeting minutes to SWAG members. Prepare SWAC schedule and
agenda for required notification to radio stations, newspapers, County Commissioners, etc.

Solid Waste Revenue: Verify, reconcile, and balance all revenue generated from Solid Waste
disposal fees.

a)  Verify transfer station attendant deposits on a daily basis. Prepare and submit deposits to the
Treasurer' s Office. Balance transfer stations daily, run reports, verify accuracy, maintain
spreadsheets, and keep appropriate records. This position shall not operate any cash till within a
transfer station.

b)  Prepare and maintain monthly balancing reports.
c)   Process charge accounts for monthly billing. Distribute statements and delinquent notices. Track

payments and prepare deposits.

Accounts Payable: Process accounts payable for the Solid Waste division. Code invoices and enter
into CAMS and EDEN. Prepare for review by the Department Head.

Payroll: Process payroll for the Solid Waste division. Verify timecard data and CAMS records,
process corrections. Prepare payroll records for accurate upload to EDEN. Track employee comp
time accruals in order to charge comp time usage to appropriate activity.

Grants: Assist the Solid Waste Manager with processing grants, grant documentation, and maintain
files.

May cross train with the Public Works finance division and provide limited assistance as necessary.

Some duties my change from time- to- time depending upon changes to accounting practices, needs of
the Public Works, Solid Waste, Treasurer, and Auditor' s Offices, within the scope of this job
description.

Perform other duties as assigned, within the scope of the position.

QUALIFICATIONS

Minimum Qualifications:

High School Diploma, or GED equivalent

Three years clerical experience preferably in public service.
Two ( 2) years of bookkeeping/ accounting experience. An associate degree in accounting or
Bookkeeping may substitute for one year of experience. A bachelor' s degree in accounting or
business may substitute for two years of experience.
Proficient with computer applications including word processing, spreadsheets, and must be proficient
in Microsoft Office. Proficient ten key and keyboarding ( 45 wpm)
Demonstrated excellent written communication skills - proofreading, punctuation, composition and
grammar.

Possession of a valid Washington State Driver' s License

Preferred Qualifications:

A bachelor' s degree in accounting ( or related field) in addition to two ( 2) years of
bookkeeping/ accounting experience.
Minimum of 1 year working knowledge of governmental accounting procedures and practices
Minimum of 1 year supervisory experience
Minimum of 1 year working knowledge of the solid waste and recycling industry
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KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of: theory and practice of accounting, principles of cost accounting, computerized
accounting systems

Ability to apply and adapt established accounting methods to a variety of accounting functions,
analyze and interpret accounting records and reports and prepare reports and statements of financial
data

Ability to perform precise and accurate mathematical functions
Ability to understand and take direction from either verbal or written instruction
Ability to communicate effectively orally and in writing with County employees and the public
Excellent grammar, punctuation and composition skills

PHYSICAL DEMANDS AND ENVIRONMENT

The duties are performed primarily in an office setting requiring sitting, standing, walking, stooping,
bending, kneeling, crouching, reaching, pushing, pulling, twisting, a sense of touch, finger dexterity,
gripping with fingers and hands, ability to discern voice conversations and to convey information,
occasional transporting of up to 30 lbs.  Prolonged and regular hand and wrist movement related to
computer keyboarding. Requires ability to discern normal voice conversations and alarms, to convey
information speak and have close, far, side vision with depth perception.

ACKNOWLEDGMENT

The statements contained herein reflect general details as necessary to describe the principal functions of
this job, the level of knowledge and skill typically required, and the scope of responsibility, but should not
be considered an all- inclusive listing of work requirements. Individuals may perform other duties as
assigned including work in other functional areas to cover absences or relief, to equalize peak work
periods, or otherwise to balance the workload.

Department Head Signature/ Date

Employee Signature/ Date
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