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POSITION:   Fiscal Clerk 
 
RESPONSIBLE TO:  Director of Housing and Energy 
 
EMPLOYMENT STATUS: Full Time 
 
POSITIONS SUPERVISED: None 
 
PRIMARRY WORK SITE: Austinburg Road Office 
 
 

GENERAL RESPONSIBILITIES 
 
Perform routine clerical and accounting duties necessary to process vendor’s invoices, employee 
timesheets and other financial obligations of the assigned departments. 
 
 

SPECIFIC DUTIES AND RESPONSIBILITIES 
 
Process purchase orders, accounts payable vouchers and prepare financial reports as directed. Issue or 
obtain vendor numbers and input information into computer. Mail checks to vendors and verify proper 
attachments to checks. 
 
Use of agency specific Payroll and Accounting Software modules for processing of payroll and Accounts 
Payable. 
 
Process employee timesheets for multiple sites, verify information on timesheets, input payroll data, 
review, calculate, process and prepare employee reports. 
 
Generate, review and audit payroll files for accuracy before processing. 



Assist in monitoring general ledger accounts for various department programs on a monthly basis. 
 
File department timesheets, vendor checks / documentation and other confidential fiscal materials. 
Assist in all Agency audits. 
 
Perform purchasing and inventory of department supplies and equipment. 
 
Perform back up for receptionist activities if needed: answer telephone, direct calls, take messages and 
greet visitors. 
 
Provide back-up functions for other fiscal staff. 
 
Perform additional duties and assignments, as requested. 
 

 
SKILLS AND QUALIFICATIONS 
 
 
Two years accounting experience or equivalence of two years working experience in Fiscal Services or 
Accounting related field preferred. 
 
A working knowledge of Microsoft Office, Excel and Word. 
 
Excellent written and verbal communication skills. 
 
Strong organizational skills, the ability to monitor and prioritize work load and meet strict deadlines. 
 
Willing to learn and utilize complex computerized software systems. 
 
Enjoys working with numbers and is able to focus on detail and accuracy. 
 
Interpretation and problem solving skills. 
 
Ability to communicate (verbal and written) effectively and appropriately with others. 
 
Ability to work in a team environment and provide assistance in collaborative fashion. 
 
 


