
 

 

 
Her ki mer  Co u n t y  

 

DEPUTY COUNTY TREASURER 
 

 

DISTINGUISHING FEATURES OF THE CLASS:  
This  i s  impor tant  ad min is t ra t ive  work involving  responsib i l i t y  fo r  supervi s ing the  s ta f f  o f  t he  

T reasurer ' s  Off ice  and  for  occas io nal ly  independent ly  ad min is te r ing the  funct ions  o f  the  o f f ice .    

Supervi se s  the  opera t io n o f  the  T reasurer 's  Off ice  dur ing the  absence  of  the  Co unty T reasurer ,  

per forms co mplex and  t echnica l  acco unt ing wo rk in  the  Co unty T reasurer ’ s  Off ice .   Dut ie s  

inc lude  r espo ns ib i l i t y  fo r  mainta ining and  keep ing in  ba lance  the  genera l  led ger ,  acco unt ing fo r  

a l l  revenues  rece ived  b y the  Co unty,  and  hav ing o vera l l  charge  o f  boo ks  o f  o r igina l  ent ry  and  

sub sid iary ledgers  fo r  account s  c o nta ined  in  the  genera l  led ger .  Consu l ta t io ns  a re  he ld  wi th  the  

T reasurer  fo r  the  purpo se  o f  fo rmula t ing po l icy  and  e s tab l i shing procedures .  The  work i s  

per formed under  the  genera l  supervi s io n of  the  County T reasurer .  Supervi s io n i s  exerc i sed  o ver  

the  work o f  the  acco unt ing and  acco unt  c le r ica l  s ta f f .  

 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative only)  
I s  respo ns ib le  fo r  mainta in ing the  genera l  l edge r  serv ing as  a  cent ra l  record  and  cont ro l  o n a  

number  o f  ind ivid ual  account s ;  

Mainta ins  sub sid iary l edgers  o n ind iv idua l  accounts ,  to ta l s  o f  which a re  conta ined  in  the  

genera l  led ger ;  

Has  charge  o f  books  o f  o r igina l  ent ry  such a s  genera l  j ourna l ,  ca sh journa l s ,  e tc . ;  

P repares  mo nthly f inancia l  repor t s  o f  ba lances  o f  the  appropr ia t ion accounts  fo r  a l l  

depar tments ;  

Assis t s  i n  p repara t io n o f  the  annual  f inancia l  r epor t  to  the  Sta te  Co mp t ro l le r ;  

Supervi se s  the  ma in tenance  o f  a  l a rge  var ie ty  o f  account s  a ssoc ia ted  wi th  a  var ie ty  o f  tax 

rece ip ts ,  tax sa le s ,  bud gets ,  ba i l s ,  t rus t  account s ,  e tc . ;  

Supervi se s  the  keep ing of  acco unt  l edger s  b y subord ina te s ;  

P repares  co mplex f inancia l  and  s ta t i s t ica l  repo r ts ;  

Supervi se s  the  reco nc i l i a t ion o f  bank ba lances  per iod ica l ly;  

Supervi se s  the  opera t io ns  o f  depar tment  perso nnel  and  t r a ins  ne w personnel ;  

Uses  a  perso na l  co mp uter  to  make  f inancia l  i nqui r i es ,  ma in ta in  record s  and  make  ana lyses ;  

May pro vide  any o ther  r e la ted  cash f lo w ana lys i s  and /or  repor ts  a s  need ed  b y the  County 

Ad minis t ra to r ;  

May have  l imi ted  respo ns ib i l i t y  fo r  the  deposi t  and  investment  o f  co unty funds ;  

P repares  da i ly  bank dep osi t s  and  records  a l l  mo nies  rece ived ;  

Acts  fo r  the  Co unty T reasurer  in  hi s  o r  her  ab sence .  

 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS:  
Thorough kno wled ge  o f  modern acco unt ing pr inc ip les  and  prac t ice s  as  re la ted  to  County  

go vernment ;  Good  knowled ge  of  o f f i ce  management  p r inc ip le s  and  procedures ;  Good  kno wledge   

o f  exi s t ing la ws per ta in ing to  the  opera t io n of  the  T reasurer ' s  Off ice ;  Resource fu lness  in  

app lying acco unt ing pro cedures  and  prac t ices  to  p rob lems encountered  in  work;  Ab i l i t y to  

p repare  and  mainta in  account ing records  and  repor ts ;  Abi l i t y  to  ana lyze  and  organize  co mplex  

ora l  ins t ruc t io ns  and /or  wr i t ten ins t ruc t io ns;  Ab i l i t y  to  deve lop  ef fec t ive  working re la t io nsh ips  

wi th  subord ina tes  and  o ther  co ntac t s ;  

 

 

 

 

 

 



 

 

Page  2  

Deputy Co unty T reasurer  

 

 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: (cont.)  
 

Ab i l i t y  to  learn so f tware  p rograms and  ut i l ize  co mp uter  to  enter  and  re t r ieve  da ta ;  I ntegr i ty  and  

good  judgment  in  so lv ing co mplex acco unt -keep ing prob lems ;  Abi l i t y  to  p lan,  a s s ign a nd  

superv ise  the  work of  o ther s ;  Accuracy;  Ho nesty.  

 

 

 

 

 

MINIMUM QUALIFICATIONS:  
 

(A)  Gradua t io n fro m a  r eg io nal ly accred i ted  or  New York S ta te  r eg is te red  co l lege  or  

univer s i ty  o r  one  accred i ted  b y the  Ne w York Sta te  Board  of  Regent s  to  grant  degrees  

wi th a  Bachelor ’s  degree  in  account ing,  business  o r  publ ic  ad mini s t ra t ion,  eco no mics  o r  

re la ted  f ie ld ,  i nc lud ing or  supplemented  b y 16  semester  c red i t  ho ur s  in  account ing ;  OR  

 

(B)  Gradua t io n fro m a  r eg io nal ly accred i ted  or  New York S ta te  r eg is te red  co l lege  or  

univer s i ty  o r  one  accred i ted  b y the  Ne w York Sta te  Board  of  Regent s  to  grant  degrees  

wi th  a  Asso ica tes  degree  in  account ing,  business  o r  publ ic  ad mini s t ra t ion,  eco no mics  o r  

re la ted  f ie ld ,  i nc lud ing or  supplemented  b y 16  semester  c red i t  ho ur s  in  account ing,  and  

two (2)  year s  o f  f inancia l  exper ience ;  o ne  year  o f  which sha l l  have  inc luded  super vi sory 

exper ience ;  OR  

 

(C)  Gradua t io n fro m high school  o r  a  high school  equiva lency d ip lo ma and  fo ur  (4 )  year s  o f  

f inanc ia l  exper ience ;  o ne  year  o f  which sha l l  have  inc luded  supervisory  exper ience .  
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