
COUNTY OF CARBON 
JOB ANNOUNCEMENT 

NON-UNION 
BULLETIN 37   

POST DATE:  February 13, 2023 

APPLICATION DEADLINE DATE:  until filled 
Applications to be filed with Children & Youth Services  
 Questions relating to the application process can be directed to: 
 Gail Marek; 76 Susquehanna St, Jim Thorpe, PA 18229 
 Phone: 570-325-3644 
 

POSITION:  Fiscal Assistant   DEPARTMENT:  Children & Youth 

RATE OF PAY:  $15.80 per hour  HOURS WORKED:  8:00 a.m. – 4:30 p.m. 

 
OVERALL OBJECTIVE OF JOB:  This is a clerical/accounting position in the Fiscal Unit.  This position requires knowledge of 
basic bookkeeping principles and practices.  The work involves typing, calculating, maintenance of files and records and 
information gathering.  This position also requires good communication and organizational skills. 
 
QUALIFICATIONS: 
Education/Training: An associate degree in accounting or business administration including or supplemented by 6 credits in 
accounting. Must be able to pass a PA Civil Service Examination. Work Experience: A minimum of two years of experience 
performing bookkeeping or clerical accounting work. Or any equivalent combination of experience and training.  

 
ESSENTIAL FUNCTIONS OF JOB: 

1. Responsible for maintaining expense and general ledgers 
2. Responsible for reviewing incoming invoices and processing payment vouchers. 
3. Responsible for maintaining accounts pertaining to incoming and outgoing funds. 
4. Responsible to processing voucher provider contracts and updating annually. 
5. Responsible for applying for and maintaining child insurance for dependent children. 
6. Reviews, posts, and codes all invoices and billings received in department. 
7. Posts entries to proper ledgers and maintains accurate information and monitor accurate information and record keeping, 

manually and in computer. 
8. Monitors cost analysis expenditures and budgetary information and records or services procured through department. 
9. Records, tracks, and prepares vouchers for payment. 

10. Prepares and submits billings, rebates, or other financial documents for review and processing.   
11. Prepares TANF application and means test worksheet for children receiving in-home services and/or emergency shelter 

and enters all data into Child Profile Management System.  
12. Utilize a personal computer with Excel to accumulate amounts, summarize information, and aggregate totals for each child.   
13. Prepares, distributes, and monitors purchase of service agreements. 
14. Creates and maintains databases for department use. 
15. As applicable, ensures eligibility for SSI and other benefits, according to department. 
16. Maintains placement ledger accounts and income and updates as client movement occurs.  
17. Assists Fiscal Technician in other related duties  

 
 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 
1. Must be able to speak and understand the English language in an understandable 

manner in order to carry out essential job duties. 
2. Must possess above average ability to pay attention to detail, accuracy and concentration of work. 
3. Must possess good organizational, math and bookkeeping skills, including knowledge of budgets and financial reports.  
4. Must possess ability to handle a high volume of work efficiently. 
5. Must possess ability to maintain confidentiality in regard to client information and records. 
6. Must possess working knowledge of operating personal computers and other  office equipment.  
7. Must possess good communication skills and interpersonal skills. 
8. Must have ability to prepare required reports in a timely and accurate manner.  
9. Must possess knowledge of and understand federal, state and county laws, policies and procedures in regard to 

accounting practices and methods. 
10. Must possess knowledge of general accounting methods, policies and procedures, and the ability to prepare required 

financial reports and statements.  
11. Must possess some knowledge of or ability to learn and apply SSI, social security and other benefits to clients as 

department requires.  
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WORKING CONDITIONS: 
1. Works indoors in adequate work space, lighting, temperature and ventilation. 
2. Works with average indoor exposure to noise, stress and disruptions. 
3. Occasionally deals with angry or disruptive individuals. 
 
PHYSICAL/MENTAL REQUIREMENTS: 
1. Must possess the ability to record, convey and present information, explain procedures and follow instructions. 
2. Must be able to sit for long periods throughout the workday, with intermittent periods of standing, walking, bending, twisting, 

reaching and driving as necessary to carry out essential duties of job. 
3. Dexterity requirements range from simple to coordinated movements of fingers/hands; feet/legs; torso necessary to carry 

out duties of job. 
4. Sedentary work, with occasional lifting/carrying of objects with a maximum weight of ten pounds and occasionally requires 

lifting child or objects weighing about 30 to 40 lbs. 
5. Must be able to pay close attention to details and concentrate on work. 
 
 
EQUAL OPPORTUNITY EMPLOYER 


