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CHEYENNE-LARAMIE COUNTY HEALTH DEPARTMENT 

General Summary: 
 
The Accounting Specialist is responsible for payroll functions, maintaining financial records, running reports for 
management and recording a wide range of financial transactions. Their duties include preparing financial 
statements and confirming the accuracy of accounting database information. 
 
Unit Summary: 
 
An Accounting Specialist in this position will perform accounting functions including payroll, accounts receivable, 
accounts payable, general ledger, journal vouchers, and funds disbursement. This position will process numerous 
reports and review for accuracy, including revenue and expense, trial balance, journals, income statements, and 
general ledgers. 
 
Responsibilities:  
 
This is a non-supervisory position. As an Accounting Specialist, you will be responsible for the following items, but 
not limited to: 
 

1. Perform various accounting activities in accordance with Board of Health policies and procedures as well 

as accounting standards and regulations. 

2. Classify and record receipts, deposits, time records and/or employee information; performs general data 

input; performs input on behalf of divisions; verifies accuracy of data input conducted by divisions. 

3. Draft appropriate journal entries to the general ledger. 

4. Reconcile reports, calculates, prepares and issues invoices; codes and posts cash receipts/payments; 

processes transfers; generates and issues statements. 

5. Conduct analysis of data, entries, transactions and accounts. 

6. Prepare and generate reports and documentation specific to area of assignment; maintains relevant 

records and files. 

7. Produce a variety of reports including income statements and balance sheets 

8. Check for accuracy in reports, figures, and postings 

9. Perform payroll functions including benefits, timesheets, payables, and workers compensation.  

10. File and remit taxes and other financial obligations 

11. Initiate and manage financial and accounting software used by the company 

12. Assist in response activities for disasters and emergencies, which may occur outside of normal working 

hours. 

13. Additional duties as assigned  



 
 
Accountability: 
 
This position reports to the Administration Director. 
 
Skills: 
 
Coordinate and conduct accounting activities in area of specialization. 
Conducting accurate data input and data analysis. 
Classify, record, calculate, balance and reconcile data and information. 
Prepare and generate reports and documentation.  
Provide information to relevant parties regarding financial policies and procedures. 
 
Education: 
 
Associate degree in accounting, finance, bookkeeping or any other related field and three year’s accounting 
experience; or an equivalent combination of education, training, and experience.   
 
Conditions for Employment: 

1. Designated and/or random drug testing required 
2. Background investigation required 
3. Must be proficient in written and spoken English 
4. Valid/ Unrestricted Drivers Licenses 

 
Non-Exempt   
Pay:  $17.44 - $20.51 
 


