Salary: $28,035.60 – $30,191.27, Based on Experience
Application Deadline: March 14, 2025
Are you detail-oriented, organized, and ready to support vital county operations? Wayne County is seeking a skilled Administrative Assistant to join our Administration team and provide technical support for our accounting functions. If you thrive in a fast-paced office environment and have a knack for numbers and customer service, we’d love to hear from you!
What You’ll Do:
· Answer phone calls, greet the public, and provide helpful information or direct inquiries to the right team members.

· Code and input invoices, process accounts payable, and mail invoices with accuracy.

· Handle receipt of payments, prepare bank deposits, and deliver deposits to the bank.

· Prepare correspondence, including letters and memoranda, with clarity and precision.

· Sort and process incoming/outgoing mail and maintain organized filing systems.

· Perform additional tasks to keep our accounting operations running smoothly.

What You Bring:

· A solid understanding of customer service and generally accepted accounting principles.

· Familiarity with county accounts receivable/payable processes (or a willingness to learn!).

· Proficiency with computers and job-related software.

· Problem-solving skills and the ability to develop practical solutions.

· Strong written and verbal communication skills.

· A high school diploma (or equivalent) with specialized training in a related field.

Working With Us:

Supervision: You’ll report to the County Clerk/Finance Director, who will provide general guidance while trusting you to deliver accurate, compliant work.

Environment: This is an office-based role where you’ll spend most of your time at a desk, with occasional light to heavy lifting and frequent interaction with colleagues and the public.

Impact: Your work ensures the accuracy and efficiency of our county’s accounting operations, making a real difference in our community.

Physical Requirements:

Comfortable sitting for extended periods, with occasional standing and movement to assist others.

Ability to lift light and heavy objects as needed.
How to Apply:

Applications can be obtained at the County Administrator’s Office during business hours: Monday through Friday, 8:00 a.m. to 5:00 p.m.

Completed applications must be submitted no later than March 14, 2025.

Wayne County is an Equal Opportunity Employer.
Job Description:

JOB SUMMARY

This position assists in providing technical support for the county's accounting operations.

MAJOR DUTIES

· Answer’s telephone and greets the public; provides information and assistance; refers to appropriate personnel.

· Codes and inputs invoices.

· Receipt’s monies and prepares deposits.

· Files invoices.

· Receipts EMS payments & forwards paperwork to billing department.

· Processes accounts payable; mails invoices.

· Prepares a variety of letters, memoranda and other correspondence.

· Processes incoming and outgoing mail.

· Takes deposit to bank. 

· Performs related duties.

KNOWLEDGE REQUIRED BY THE POSITION

· Knowledge of customer service principles and practices.

· Knowledge of generally accepted accounting principles.

· Knowledge of county accounts receivable and accounts payable procedures.

· Knowledge of computers and job-related software programs.

· Skill in the analysis of problems and the development and implementation of solutions.

· Skill in the preparation of clear and precise reports.

· Skill in oral and written communication.

SUPERVISORY CONTROLS

The County Clerk/Finance Director assigns work in terms of general instructions. The supervisor spot-checks completed work for compliance with procedures, accuracy, and the nature and propriety of the final results.

GUIDELINES

Guidelines include generally accepted accounting principles and county and department policies and procedures. These guidelines are generally clear and specific but may require some interpretation in application.

COMPLEXITY/SCOPE OF WORK

· The work consists of related technical duties. Strict regulations and the need for accuracy contribute to the complexity of the position.

· The purpose of this position is to provide technical assistance for the county's accounting functions. Success in this position contributes to the accuracy and efficiency of those functions.

CONTACTS

· Contacts are typically with co-workers, elected and appointed officials, county management, job applicants, and members of the general public.

· Contacts are typically to provide services, to give or exchange information, or to resolve problem.

PHYSICAL DEMANDS/ WORK ENVIRONMENT

· The work is typically performed while sitting at a desk or table. The employee frequently gets up and down to assist others and occasionally lifts light and heavy objects.

· The work is typically performed in an office.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY

None.
MINIMUM QUALIFICATIONS

· Knowledge and level of competency commonly associated with completion of specialized training in the field of work, in addition to basic skills typically associated with a high school education.

· Sufficient experience to understand the basic principles relevant to the major duties of the position, usually associated with the completion of an apprenticeship/internship or having had a similar position for one to two years.

