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Sumter County is Presently Seeking an  

Accounting Clerk II for the Finance Department 
Starting Salary $28,333 

 
Examples of Work Performed:  Under occasional supervision, codes and enters invoices, vouchers and other data into the computer 
for processing accounts payable checks.  Assists with general office duties to ensure efficient and effective Finance Department 
operations. Reports to the Finance Director.  Opens and date stamps all mail received in the Finance Department. Codes invoices, 
vouchers and other data with the proper general ledger account number and vendor number. Codes and enters all utility invoices.  
Reconciles information with pre-printed purchase orders and field purchase orders to ensure accuracy and completeness.  Makes all 
deposits for the Finance Department including but not limited to Landfill, EMS payments, airport hangar rentals, retiree insurance and 
other miscellaneous receivables.  Serves as Set-Off Debt Coordinator for Sumter County EMS Department.  Duties include interacting 
with EMS billing services and EMS customers, and attending the annual Set-Off Debt Workshop.  Performs routine clerical duties as 
needed such as typing envelopes and correspondence, copying and filing documents, faxing information, answering the telephone, etc.  
Operates a variety of equipment such as a computer, calculator, copier, fax machine, printer, typewriter, telephone, scanner, etc.  
Interacts and communicates with various groups and individuals such as the Finance Director, co-workers, other County department 
heads and employees, County Administrator/Assistant Administrator, sales representatives, etc.  Maintains various files, including 
copies of checks (scanning) and computer back-up data.  Responsible for ordering supplies and maintaining supply closet for the 
Finance and Purchasing Department. Performs related duties as required. 
Required Knowledge, Skills & Abilities:  Has thorough knowledge of the methods, procedures and policies of the 
Finance/Purchasing Department as they pertain to the performance of duties of the Accounting Clerk II.  Is knowledgeable in the laws, 
ordinances, standards and regulations pertaining to the specific duties and responsibilities of the position.  Has thorough knowledge of 
the organization of the department and of related departments and agencies.  Has considerable knowledge of the functions and 
interrelationships of County and other governmental agencies.  Has the ability to offer assistance to co-workers and employees of 
other departments as required.  Has the ability to use independent judgment as needed in performing routine tasks.  Is able to take the 
initiative to complete the duties of the position without the need of direct supervision.  Is able to read and interpret the general ledger 
and related materials pertaining to the responsibilities of the job.  Knows how to prepare records and reports, edits and updates, 
correspondence, etc., with significant attention to detail.  Is proficient in data processing and bookkeeping.  Has the mathematical 
ability to handle required calculations.  Has comprehensive knowledge of the terminology and various professional languages used 
within the department.  Knows how to maintain effective relationships with personnel of other departments, professionals and 
members of the public through contact and cooperation.  Knows how to react calmly and quickly in emergency situations.  Has the 
ability to plan, organize and prioritize daily assignments and work activities.  Has good organizational, technical, analytical and 
human relations skills.  Has the ability to learn and utilize new skills and information to improve job performance and efficiency.  Has 
skill in the use of computers. 
Minimum Requirements:  Requires an Associate’s degree in bookkeeping, accounting or data processing supplemented by one year 
of general or government accounts payable experience, or an equivalent combination of education, training and experience that 
provides the required knowledge, skills, and abilities.  
Benefits:  One of the most important benefits offered to full time Sumter County employees is the opportunity to select the State 
Health Plan for insurance coverage.  The plan offers complete freedom of choice in selecting a doctor or health care provider, the 
choice of treatment facilities, as well as where and how to purchase medication.  Retirement benefits are offered through the South 
Carolina Retirement System (SCRS) and the Police Officers Retirement System (PORS) for County employees who are eligible. A 
complete listing of benefits offered will be given at the interview and again during the benefits orientation.   

 
Qualified applicants interested in applying should: 

Visit our website at www.sumtercountysc.org for a pre-employment application 
And 

E-mail cover letter, résumé and application to Tiffany W. Jefferson at tjefferson@sumtercountysc.org 
Or 

Fax cover letter, résumé and application to Tiffany W. Jefferson (803) 774-2827 
Opening Date:  September 12, 2018                                                                                                             Closing Date:  Until Filled 
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