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ACCOUNTANT II 

GRADE: 10 

GENERAL DESCRIPTION  

Employee performs routine accounting work. Work involves maintaining, preparing, 
posting, and balancing financial statements, records, documents, or reports. Employee may 

specialize in some phase of accounting work such as federal funds accounting, property and 
equipment control, cost, payroll, budgeting, or bond servicing.  Employee works under 

moderate supervision with limited latitude for the use of initiative and independent 
judgment and may train others. 

EXAMPLES OF WORK PERFORMED  

Prepares financial statements with schedules and exhibits 

Prepares special reports on payroll, estimates, cost data, and budget items 

Prepares and posts various vouchers and audits them for accuracy 

Audits accounting or control records for accuracy and conformance to established standards 

and procedures. 

Researches reconciliation discrepancies and reports findings 

Recommends improvements, adaptations, or revisions to the accounting system and 
accompanying procedures 

Provides technical assistance to staff in handling accounting transactions           

May serve as a consultant on accounting matters to administrative, supervisory, or technical 
staff, and assists agency administrators in applying financial data to the resolution of 
administrative or operating problems 

May work with state and federal grants 

May monitor clerical work in progress and audit completed work for accuracy   

May train others 

Performs related work as assigned 

 

 

 



Page 2 of 3 

GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

One to two (1-2) years experience in governmental or commercial accounting; Graduation 
from an accredited four year college or university with a Bachelors in Business 
Administration preferably in Accounting or Finance, with 9 hours in accounting.  

 

Knowledge, Skills, and Abilities 

Knowledge of generally accepted accounting principles and procedures affecting 
maintenance of accounting records and of automated accounting systems 

Ability to supervise the work of others; to interpret and apply accounting theory; to work 

accurately with numerical detail; to analyze, consolidate, and interpret accounting data, and 
to train others 

Knowledge in MS Word, Excel and 10-key calculator 

Knowledge in Uniform Grants Management Standards (UGMS) preferably 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to talk or hear. 
The employee frequently is required to stand. The employee is occasionally required to 

walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and 
arms; climb or balance; stoop and kneel. 

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities 

required by this job include close vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an 

employee encounter while performing the essential functions of this job.  

The noise level in the work environment is usually moderate. 

SAFETY REQUIREMENTS: 

Maintain physical conditions appropriate to the performance of assigned duties and 
responsibilities which may include the following: 
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• sitting for extended periods of time 

• operating assigned equipment  

Maintain mental capacity which permits:  

• making sound decisions and using good judgment  

• demonstrating intellectual capabilities 

Effectively handle a work environment and conditions which involve: 

• working closely with others 

• working in a multi-task environment 

Maintain effective audio-visual discrimination and perception needed for: 

• making observations  

• reading and writing  

• operating assigned equipment  

• communication with others  

• required to follow the Hidalgo County Accident Prevention Plan and department’s 

safety regulations 
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ADMINISTRATIVE ASSISTANT III 

GRADE: 08 

GENERAL DESCRIPTION  

Employee performs complex administrative support or technical program assistance work.  
Work involves disseminating information, maintaining filing systems, and performing 

internal administrative support work.  Employee may supervise the work of others and may 
train others.  Employee works under general supervision with moderate latitude for the use 

of initiative and independent judgment. 

EXAMPLES OF WORK PERFORMED  

Prepares, interprets, and disseminates information concerning agency programs and 
procedures 

Prepares, edits, and distributes correspondence, reports, studies, forms, and documents 

Participates in the planning and execution of an agency program 

Develops, coordinates, and maintains record keeping and filing systems 

Responds to inquiries regarding rules, regulations, policies, and procedures 

Coordinates meetings, conferences, and seminars 

Assists in the development of administrative or technical assistance policies and procedures 

May coordinate work between organizational units of the agency 

May assist in compiling and analyzing data, making calculations, and preparing reports 

May assist in the preparation of presentations for administrative hearings 

May research, compose, design, or edit agency publications such as brochures, forms, and 
manuals 

May develop training materials 

May train others 

May supervise the work of others 

Performs related work as assigned 
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GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

Two to three (2-3) years of experience in administrative support work.  Graduation from a 
junior college with an Associate’s degree in administrative support preferred.  Two (2) years 
of experience maybe substituted for one (1) year of education. 

Knowledge, Skills, and Abilities 

Knowledge of office practices and administrative procedures 

Skill in standard office equipment and software 

Ability to implement administrative procedures and to evaluate their effectiveness; to 

interpret rules, regulations, policies, and procedures; to communicate effectively, to train 
others; and to supervise the work of others 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to talk or hear. 
The employee frequently is required to stand. The employee is occasionally required to 

walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and 
arms; climb or balance; stoop and kneel. 

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities 

required by this job include close vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an 

employee encounter while performing the essential functions of this job.  

The noise level in the work environment is usually moderate. 

SAFETY REQUIREMENTS: 

Maintain physical conditions appropriate to the performance of assigned duties and 
responsibilities which may include the following: 

• sitting for extended periods of time 

• operating assigned equipment  
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Maintain mental capacity which permits:  

• making sound decisions and using good judgment  

• demonstrating intellectual capabilities 

Effectively handle a work environment and conditions which involve: 

• working closely with others 

• working in a multi-task environment 

Maintain effective audio-visual discrimination and perception needed for: 

• making observations  

• reading and writing  

• operating assigned equipment  

• communication with others  

• required to follow the Hidalgo County Accident Prevention Plan and department’s 
safety regulations 
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CLERK III 

GRADE: 05 

GENERAL DESCRIPTION  

Performs complex (journey-level) clerical work in areas such as bookkeeping, inventory 
control, statistics, employment, human resources, purchasing, and accounting; Work 

involves compiling and tabulating data, checking documents for accuracy, transporting 
documents and/or stock and inventory, and maintaining files; Works under general 

supervision with moderate latitude for the use of initiative and independent judgment. 

EXAMPLES OF WORK PERFORMED  

Produces and proofs correspondence, reports, purchase orders, summaries, manuals, 
vouchers, records, and other related forms 

Answers inquiries regarding procedures and policies, assists the public and staff in filling out 

forms, and assembles and mails information packets 

Posts information to agency records and modifies forms or records 

Assembles, organizes, and tabulates data; and may compile and tabulate data, and prepare 
charts, graphs, and tables 

Maintains files, materials, and supplies 

Opens, stamps, classifies, sorts, and routes mail, and maintains records on postage, 

registered mail, and packages 

Performs data entry, retrieval, and data searches 

Receives, stores, and issues stock items 

May perform arithmetic computations 

May maintain office schedules and appointments 

May perform back-up receptionist or telephone switchboard duties 

May receive and forward payments to the appropriate agency staff 

May screen applicants, administer employment tests, and assist in orienting employees 

May arrange the scheduling, transfer, and display of surplus property 

May make arrangements for repairs and services 
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May inspect merchandise for quality and compliance with specifications 

May deliver or pick up documents, supplies, equipment, or materials 

Performs related work as assigned 

GENERAL QUALIFICATION GUIDELINES 

Experience and Education 

Two to Three (2-3) years experience in clerical work. Graduation from a standard senior 
high school or equivalent is generally preferred.  Vocational training is preferred. Experience 

and education may be substituted for one another. 

Knowledge, Skills, and Abilities 

Knowledge of business or program terminology, office procedures, spelling, punctuation, 
grammar, and arithmetic; of warehousing procedures; of purchasing policies and 
procedures; of records administration and maintenance techniques and procedures; and of 

state purchasing policies and procedures 

Skill in using a personal computer and office equipment 

MS Word and Excel 

Ability to make arithmetic computations; to prepare and maintain records, files, and 

reports; and to transfer stock from one location to another 

Registration, Certification, or Licensure 

May require a valid driver's license 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to talk or hear. 
The employee frequently is required to stand. The employee is occasionally required to 

walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and 
arms; climb or balance; stoop and kneel. 

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities 

required by this job include close vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an 
employee encounter while performing the essential functions of this job.  
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The noise level in the work environment is usually moderate. 

SAFETY REQUIREMENTS: 

Maintain physical conditions appropriate to the performance of assigned duties and 
responsibilities which may include the following: 

• sitting for extended periods of time 
• operating assigned equipment  

Maintain mental capacity which permits:  

• making sound decisions and using good judgment  
• demonstrating intellectual capabilities 

Effectively handle a work environment and conditions which involve: 

• working closely with others 
• working in a multi-task environment 

Maintain effective audio-visual discrimination and perception needed for: 

• making observations  
• reading and writing  
• operating assigned equipment  
• communication with others  
• required to follow the Hidalgo County Accident Prevention Plan and department’s 
safety regulations 
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EXECUTIVE ASSISTANT I 

GRADE: 11 

GENERAL DESCRIPTION  

Performs advanced (senior-level) professional assistance work for an executive; Work 
involves coordinating or overseeing high-level administrative operations of the County or 

department.  May assign and/or supervise the work of others; Works under limited 
supervision with considerable latitude for the use of initiative and independent judgment. 

EXAMPLES OF WORK PERFORMED  

Develops administrative procedures, standards, and methods 

Prepares technical aspects of manuals and publications 

Oversees the review and evaluation of work content for the purpose of developing effective 

administrative practices and formulating policies that may contribute to the improvement of 
public services provided by the County 

Coordinates work with other governmental agencies and private organizations 

Advises the County’s executive on administrative matters within the County 

Provides technical administrative assistance to the County executive 

Assists in planning, preparing, or overseeing the preparation of reports 

May assist the executive with general human resource management actions 

May assist in budget preparation 

May assign and/or supervise the work of others 

Performs related work as assigned 

GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

One (1) year related experience. Graduation from an accredited four-year college or 
university with major course work in business administration or a related field is generally 

preferred. Two (2) years of experience may be substituted for one (1) year of education. 
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Knowledge, Skills, and Abilities 

Knowledge of accepted business practices and procedures involved in providing services and 
of applicable rules, regulations, and policies, as well as related legislative and legal practices 

and procedures 

Ability to communicate effectively, and to handle high level administrative issues, to assign 
and/or supervise the work of others 

Ability to analyze and solve work related problems 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to talk or hear. 
The employee frequently is required to stand. The employee is occasionally required to 

walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and 
arms; climb or balance; stoop and kneel. 

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities 
required by this job include close vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an 

employee encounter while performing the essential functions of this job.  

The noise level in the work environment is usually moderate. 

SAFETY REQUIREMENTS: 

Maintain physical conditions appropriate to the performance of assigned duties and 
responsibilities which may include the following: 

• sitting for extended periods of time 
• standing for extended periods of time 
• operating assigned equipment  

Maintain mental capacity which permits:  

• making sound decisions and using good judgment  
• demonstrating intellectual capabilities 
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Effectively handle a work environment and conditions which involve: 

• working closely with others 
• working in a multi-task environment 

Maintain effective audio-visual discrimination and perception needed for: 

• making observations  
• reading and writing  
• operating assigned equipment  
• communication with others  
• required to follow the Hidalgo County Accident Prevention Plan and department’s 
safety regulations 
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ACCOUNTS PAYABLE SPECIALIST III 

GRADE: 10 

GENERAL DESCRIPTION  

Performs mid level accounts payable work. Work involves processing of county invoices 
and payment in a timely manner. Communicate with county departments regarding 
purchase orders, invoices and payments. Work may involve grants or Capital Improvement 
projects with the County. Answer inquiries from departments regarding account balances 
and encumbrances. Will scan, stamp, and file all documentation regarding payments. May 
train and/or oversee other staff. 

EXAMPLES OF WORK PERFORMED  

Alerts departments of discrepancies with purchase orders and invoicing 
 
Verifies account balances for deficiencies 
 
Advises department regarding procedures for processing of payments 
 
Submits journal entries for corrections or adjustments to accounts 
  
Examines claims for validity and completeness prior to invoice entry 
 
Maintains manual and automated batch log to ensure appropriate release of checks 
 
Processes void and manual checks  
 
May work with grant related or special revenue payment processing with categorical 
threshold limits 
 
May review and process Capital Improvement payments with special revenue funds 
 
Interacts with County departments regarding vendor data or policies 
 
May research historical payments for other departments requesting information  
 
Performs all other related duties as assigned 

GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

Graduation from a standard high school or equivalent; Business Technical training 
preferred. Two to three (2-3) years experience in accounts payable in a governmental or 
commercial setting. 
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Knowledge, Skills, and Abilities 

General accounting knowledge 

Good verbal and written communication 

10 key calculator 

Knowledge of MS Word and Excel 

Understand record keeping techniques 

Able to utilize all office equipment 

Registration, Certification, or Licensure 

May require a valid driver's license 
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ADMINISTRATIVE ASSISTANT II 

GRADE: 06 

GENERAL DESCRIPTION  

Employee performs routine administrative support or technical program assistance work. 
Work involves disseminating information, maintaining filing systems, and performing 

internal administrative support work.  Employee works under moderate supervision with 
limited latitude for the use of initiative and independent judgment and may train others.   

EXAMPLES OF WORK PERFORMED  

Prepares and disseminates information concerning agency programs and services 

Prepares, edits, and distributes correspondence, reports, studies, forms, and documents 

Develops, coordinates, and maintains record keeping and filing systems 

Responds to inquiries and interprets rules, regulations, policies, and procedures 

Assists in the development of administrative or technical assistance policies and procedures 

Assists in planning meetings and conferences 

May assist in researching, composing, designing, or editing agency publications 

May review and route mail 

May train others 

Performs related work as assigned 

GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

One to two (1-2) years of experience in administrative support work in a governmental 
setting; Graduation from a standard senior high school or equivalent and a certification of 

completion from vocational training is generally preferred.   

 

Knowledge, Skills, and Abilities 

Knowledge of office practices and administrative procedures 

Skill in the use of standard office equipment and software 
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Ability to implement administrative procedures; to interpret rules, regulations, policies, and 
procedures; to communicate effectively; and to train others 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to talk or hear. 
The employee frequently is required to stand. The employee is occasionally required to 

walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and 
arms; climb or balance; stoop and kneel. 

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities 

required by this job include close vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an 
employee encounter while performing the essential functions of this job.  

The noise level in the work environment is usually moderate. 

SAFETY REQUIREMENTS: 

Maintain physical conditions appropriate to the performance of assigned duties and 
responsibilities which may include the following: 

• sitting for extended periods of time 

• operating assigned equipment  

Maintain mental capacity which permits:  

• making sound decisions and using good judgment  

• demonstrating intellectual capabilities 

Effectively handle a work environment and conditions which involve: 

• working closely with others 

• working in a multi-task environment 

 

Maintain effective audio-visual discrimination and perception needed for: 

• making observations  

• reading and writing  

• operating assigned equipment  
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• communication with others  

• required to follow the Hidalgo County Accident Prevention Plan and department’s 

safety regulations 




