Winnebago County
The Wave of the Futire

JOB POSTING
POSITION TITLE: Accounting Associate
LOCATION: Oshkosh
HIRING RANGE: $25.25 - 28.04
STATUS: Full time
HOURS PER WEEK: 40
WORK HOURS: 8 am —4:30 pm

APPLICATION DEADLINE: Recruitment will be ongoing

Current Winnebago County employees interested in applying for this position will need to complete the Winnebago
County Application for Internal Department Transfer Form. Other parties interested in applying for this position will
need to complete the Winnebago County Application for Employment.

WINNEBAGO COUNTY
POSITION DESCRIPTION
June 2025

POSITION TITLE:  Accounting Associate

DEPARTMENT: Finance

PAY BASIS: Hourly

PURPOSE AND SUMMARY:

Performs the accounts payable functions of all outside departments. Verifies that payments are
in accordance with purchasing rules. Perform administrative, clerical and technical duties to
assist the Deputy Director of Finance.

ESSENTIAL FUNCTIONS:

1. Reviews invoices for department approval and purchase order requirements. Enters
invoices into financial software and scans in all invoices and documentation.


https://wcws16.co.winnebago.wi.us/allaccess/HumanResources/Human%20Resources%20Forms/Transfer%20Application%202024.docx
https://www.co.winnebago.wi.us/human-resources/applications
https://www.co.winnebago.wi.us/human-resources/applications

Processes regular weekly check run, along with other intermittent check runs as needed.
Distributes reports to the Treasurer’s office to reconcile the check run payment register
to reports submitted to the bank.

Provides assistance to vendors and outside department staff with questions pertaining to
accounts payable issues. Reviews documentation including W9's to ensure proper
setup of vendors to ensure authorized payments and distributed to the correct vendor.

ADDITIONAL ESSENTIAL DUTIES:

~No

8.

9.

10.

Maintains vendor records by adding new vendors, updating existing vendors, and
processing 1099 information for all vendors.

Provides accounts receivable functions for the county. Enters general billing invoices,
processes department general billing invoice batches, and printing of invoices and
statements to be mailed to customers. Runs aging reports monthly to follow up on past
due invoices. Submits past due invoices to Corporation Counsel for court ordered fees
or the collection agency for non-court ordered fees.

Processes journal entries into financial software that will post to the general ledger.
Processes purchase card statements by scanning in transaction records to each
transaction.

Attends public bid openings with the Purchasing Agent and records bid information. Acts
as a back-up for preparing request for quotes, bids, and proposals. Uploads files of all
guotes, bids and proposals into the PC/Inquiry system.

Collects, opens, and distributes the incoming mail from the mail room daily.

Collects and maintains a list of reimbursable invoices for court cases for mental
commitments that are reimbursed as a special charge for charitable and penal purposes.
Prepares the cost of proceedings forms for each case to submit with copies of invoices
requesting reimbursement for. Submits to the State of Wisconsin by July 1 of every year.
Acts as fiscal liaison with internal department staff, county departments, and with other
local, state and federal agencies.

Monitors past due accounts, calls to collect, sends letters, or resubmits as necessary.
Performs other related duties as may be assigned.

WORK RELATIONSHIPS:

1.
2.
2.

Reports to Deputy Director Finance.
Receives technical direction from Accountant.
Works regularly with Winnebago County employees, vendors, and customers.

REQUIRED EDUCATION, EXPERIENCE, TRAINING, AND CERTIFICATION:

1.

2.
3.

Associate’s degree or higher from an accredited institution of higher learning in
accounting or a related field.

A minimum of two years related work experience.

A combination of experience and education that provides the skills necessary to perform
the job, preferably in a governmental agency or other complex office environment.

KNOWLEDGE, SKILLS, AND ABILITIES:

1.

Knowledge of accounting practices and procedures pertaining to accounts payable,
accounts receivable and general ledger.



© N

Ability to apply accounting principles to a variety of financial matters.

Ability to prioritize duties and to organize work efficiently.

Ability to establish and maintain positive working relationships with employees,
departments, and the public.

Ability to work under minimal supervision and demonstrate independent judgment and
critical thinking skills.

Strong written and verbal communication skills including listening skills.

Ability to use Microsoft Office programs such as Word and Excel.

Strong written and verbal communication skills including listening skills. Ability to
establish and maintain effective working relationships with fellow employees both within
the department and outside.

PHYSICAL REQUIREMENTS:

1.
2.
3

Ability to perform most work from a sedentary position.

Ability to function in situations encountered in a normal office setting.

Ability to use standard office equipment including telephone, computer, printer,
photocopier, and scanner.

Ability to travel to other County departments and locations as needed.



