
Scott County Fiscal Court
POSITION DESCRIPTION

CLASS TITLE:  Personnel Officer

CHARACTERISTICS OF THE CLASS: Under general administrative direction, performs a variety 
of duties which directly relate to all aspects of the Personnel and Treasurers department. Work is 
performed in accordance with established governmental procedures, and within the framework of the 
General Statues and Policies of the Fiscal Court. Work is performed under the general supervision of 
the County Judge and County Treasurer; performs all related duties as required. Tact and courtesy are 
required in dealing with the public and other officials and employees. Must maintain flexibility in all 
daily operations.

ESSENTIAL ELEMENTS: (Any one position may not include all of the duties listed nor do the listed
examples include all tasks which may be performed).

EXAMPLES OF DUTIES:  Meet with employees to fill out required paperwork and explain and offer
participation in benefits and supplemental insurances. Preparing, typing, organizing, sorting, filing a 
variety of forms, letters, hand checks; occasionally prepare and make bank deposits, attend seminars. 
Use a variety of offices machines including typewriter, calculator, copier, and fax machine and 
computer equipment.

DESIRABLE QUALIFICATIONS:

Training and Experience:   Graduation from high school or equivalent (G.E.D.) supplemented by 
two years work experience including one year in an administrative capacity. Knowledge of 
modern office practices, procedures, and equipment. Computer knowledge or experience.

Special Knowledge, Skills, and Abilities:   Ability to maintain confidentiality of employee 
information and a high level of integrity; Knowledge of the functions of county government; 
Ability to prepare reports, spreadsheets, databases and maintain records efficiently and accurately; 
strong mental alertness; Resourcefulness; Firmness; Diplomacy; Sound judgment; Integrity. 
Ability to use courtesy and tact in dealing with the public. Ability to establish and maintain 
effective working relationships with County officers, employees and the general public expressing 
ideas effectively, orally and in writing.

ADDITIONAL REQUIREMENTS:

Processes:  Must maintain flexibility in daily operations.
Analytical Requirements:  Of complex nature.
Public/Internal Contact:  Public 50%, Internal 50%.
Mental Effort:  Moderate to heavy
Interruptions:  Constant
Physical Demands: Must be able to sit and/or stand for long periods of time
Use of Equipment: Normal office equipment (telephone, computer, calculator, copier, etc.).
Vehicle Operation: Occasional



List of my job duties

1. Meet with all new employees and discuss policies, procedures, insurance, etc.

2. I then must enroll them online for the insurances they have taken.

3. I create a profile for them in our payroll/accounting system

4. Fax all necessary information to retirement, new hire, etc.

5. I create a profile for them in my time off program to monitor their sick/vacation time.

6. I pay all insurance bills monthly.

7. I pay all garnishments, Deferred Comp. and CCU bi-weekly with payroll.

8. I add time sheets bi-weekly for payroll.

9. I enter payroll and help run payroll.

10. I am learning to close the end of month/quarterly payroll and retirement.

11. I pay state and local taxes bi-weekly/monthly.

12. I fold and sort payroll checks

13. I enter all depts. Sick/vacation time in a time off program.

14. I handle all worker’s comp. claims.

15. I collect all money owed to the county by employees on FMLA or WC.

16. I handle scheduling flu shots and open enrollment.

17. I am responsible for checking the bills and comparing them to $ we are collecting from our employees.

18. I am helping with the County’s Wellness Program.

19. I am learning and keeping us in compliance with current laws.

20. I help employees with questions, concerns or issues.

21. I keep in touch with dept. heads on employees sick/vacation time or any other issues

22. Request the fireman’s incentive monthly

23. Type and prepare the salaries for the newspaper each fiscal year.

24. I am responsible for OSHA posters and reports yearly

25. I will be responsible for training the new Treasurer payroll at a later date.
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