
 
 
POSITION:       ACTING APPOINTMENT- ACCOUNT CLERK II / III 
 
LOCATION:       Bishop  
 
SALARY:       Range   $16.25 - $20.25 (II);  $17.35 - $21.35 (III) per hour 
 
DEFINITION:       Perform a wide variety of accounting, statistical, and clerical support activities 
of a highly responsible nature; perform the duties and responsibilities of the and work directly on 
financial and accounting matters with the Auditor-Controller’s office. 
 
Account Clerk II is the fully qualified, journey level class in this series. Incumbents are 
expected to perform the full range of duties under general supervision. An Account Clerk II is 
expected to perform assigned duties with only occasional instructions or assistance. Positions in 
this job class must possess para-professional knowledge of one or more of the following: 
1)standard and accepted accounting processes and procedures as well as the fiscal 
recordkeeping and reporting requirements applicable to government agencies 2) modern public 
personnel practices and procedures; methods of personnel document processing .and 
transactions; recruitment and selection techniques and procedures; classification analysis and 
benefits administration procedures; applicable state and federal laws and regulations;·basic 
affirmative action principles and practices.  Positions assigned to this classification work 
independently according to established policies as well as legal requirements and guidelines. 
Positions in this job class may participate in the establishment and implementation of 
administrative systems and processes related to assigned services. 
 
Account Clerk III is the specialized and advanced journey level class in this series. Incumbents 
are highly skilled and qualified to perform the more responsible and complex administrative, 
accounting/fiscal, human resources, purchasing, and grant administration activities within the 
Authority organization. Positions allocated to this job class may provide lead supervision to 
assigned staff and/or train other staff members in the specialized programmatic/operational 
accounting methods and techniques utilized by this position. 
 
ESSENTIAL FUNCTIONS include, but are not limited to the following: 
 
 Administer manual and automated document filing systems 
 Administer the payroll processes for the Authority using a 3rd party payroll system 
 Prepare and submit payroll deduction reporting for PERS, PARS, PERS Health, 457 

Accounts, Aflac, Reliance Standard, and garnishments 
 Prepare State Controller Government Compensation Reports 
 Prepare monthly bank account reconciliations sent to the Auditor-Controller 
 Input accounts payable into the Auditor-Controller’s accounting software program 
 Monitor the status of accounts payable 
 Issue accounts receivable invoicing and monitor the status of payments 
 Prepare and process vision/dental reimbursements, travel authorizations, mileage 

reimbursements and forward to the Auditor-Controller’s office for payment. 
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 In coordination with the Operations Supervisor, monitor, order, and maintain office 
supplies and purchase miscellaneous supplies needed by operational department and 
offices. 

 Perform various clerical duties utilizing standard office equipment 
 Prepare routine documents, performing data entry and word processing 
 Pickup, deliver, sort and distribute a variety of correspondence, records, and information 

to appropriate personnel. 
 Receives monies; as appropriate, prepare and disseminate receipts & bank deposits; 

deliver deposits to Bank; prepare notification of deposit information and forward to the 
Auditor-Controller’s office.  

 Review and assemble information and documents for the ESTA Board of Director’s 
agenda, and publish same 

 Record orders and prepare legal notices for publication; checks resolutions, petitions, 
bids and other documents 

 Maintain employee benefits programs and inform employees of benefits by studying and 
assessing benefit needs and trends; directing the processing of benefit claims; obtaining 
and evaluating benefit contract bids; designing and conducting educational programs on 
benefit programs. 

 Administer human resources monitoring program to keep track of salary and other 
benefit adjustments; prepare Personnel Action Forms to complete adjustments. 

 Administer formal purchasing procedures following ESTA Procurement Policy for 
Requests for Proposals (RFPs), Request for Quotes (RFQs), etc. 

 Maintains historical human resource records by designing a filing and retrieval system; 
keeping past and current records. 

 Prepare required grant reports and reimbursement invoices 
 Monitor grant reimbursements relative to maximum authorization amount 
 Respond to requests for information from grant issuing authorities 
 Respond to inquiries by the public and other public and private agencies 
 As needed, answer phone calls for demand response trip requests, enter the trip 

requests into the dispatching software, and assign trips to drivers in the field. 
 Other duties as assigned by Supervisor 

 
Knowledge of:   Operations and functions of public government; public and community 
relations;  standard office procedures, methods and equipment; recordkeeping and filing 
principles; basic mathematical concepts; general practices of financial record keeping, 
accounting and budgeting practices; general human resources practices; personal computers 
and commonly used software for word processing and internet access; English usage, 
grammar, punctuation and spelling. 
 
Ability to:  maintain various records and files, including confidential materials; conduct research 
and compile and analyze data; read, interpret and apply applicable laws, rules and regulations; 
communicate effectively orally and in writing; establish and maintain effective work relationships 
with peers and other public and private agencies; operate a personal computer and utilize 
related software; effectively learn, interpret and apply ESTA policies, rules and regulations; 
maintain composure in stressful situations and resolve complaints in a satisfactory manner; 
continually multi-task and prioritize work;  handle matters of a confidential nature; operate 
standard office equipment; maintain accurate records; stay informed of changing governmental 
regulations. 
 
Experience/Education/Training:     
Any equivalent combination of experience and education that would likely provide the required 
skills, knowledge and abilities that would normally be obtained by: 
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• Two years of previous responsible administrative experience, preferably in government 
or transportation, or a related field 

• Bachelor’s degree from an accredited college with major in public or business 
administration or a directly related field preferred. 

 
 
License/Certification:   Must possess or obtain and maintain a valid Class A, B, or C California 
Driver’s License.   
 
Special Requirements:     Must successfully complete a background investigation and physical 
examination, including drug screen prior to employment.  This position is subject to drug & 
alcohol testing requirements as identified in the Authority’s Drug & Alcohol Testing Policy. 
 
Physical Requirements:     Must maintain the physical condition necessary to;  1) perform 
tasks in an office setting and operate standard office machinery, 2) safely drive a variety of staff 
vehicles, 3)  frequently; stand, walk, stoop and bend; grasp, lift, hold and manipulate under 20 lb 
items. 
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