
 

 

  
 

  
 

  
 

 

Title: Deputy Clerk/Auditor   I   /   II   /   III   /   IV Department: County Clerk/Auditor  

Grade: I - 10         /    II - 13         /   III - 15        /   IV - 17 FLSA Status: Non-Exempt   

Job Code: I – 570.1   /    II – 570.2   /   III – 570.3   /   IV – 570.4  Effective Date: 01/12   (Last Revised 06/19)  
 

GENERAL PURPOSE 
Performs a variety of clerical duties as needed to expedite the daily processes and statutory obligations of the office of the County Clerk/Auditor.  
 

Deputy I:  Entry Level    /   Deputy II:  Working Level    /   Deputy III:  Advanced Level   /   Deputy IV:  Full Performance Level 
 

SUPERVISION RECEIVED 
Works under the supervision of the Lead Deputy Clerk/Auditor and the general direction of the County Clerk/Auditor. 
 

Deputy I:  Close    /   Deputy II:  Close to General    /   Deputy III and IV:  General  
 

SUPERVISION EXERCISED 
 

Deputy I:   None 
Deputy II:   May provide some training to Deputy I 
Deputy III: May provide training to Deputy I and II 
Deputy IV: May provide supervision on a project to project basis          
 

ESSENTIAL FUNCTIONS  
 

Deputy I or Basic Functions for All Deputies 
 

Customer Service:    

 Participates in all customer service responsibilities in all areas including licenses, taxes, elections, passports, scheduling events in 
the administration building, etc. 

 Performs document searches and conducts research of formal county documents and provides copies as requested;  
 

Auditor/Financial Duties:   

 Assists with cash receipting, accounts receivable and accounts payable functions ensuring compliance with written office policy; 

 Assists with receiving and receipting various deposits and participates with deposit reports and daily processes; 

 Monitors accounts and prints monthly reports and statements; 

 Assists with fixed asset tracking of all new purchases, inter-departmental transfers, and property surplus and disposals, and other 
items as written in office policy; 

 Assists in gathering information for processing of insurance claims and may assist with insurance renewal; 

 Prepares documents as needed to secure titles for all county vehicles and ensures proper registration and insurance is current; 

 Orders and cancels gas cards as needed; 

 Assists with taxation assignments by becoming familiar with valuation notices and preparing, mailing, and processing abatement and 
veteran exemption forms and assisting with annual tax sale.  

 Assist independent auditors in gathering requested information, such as purchase orders, vendor lists, checks, etc. 
 

Clerk Duties: 

 Assists in necessary preparations for elections such as updating the voter registration program; preparing, mailing and processing 
ballots and voter information; and other various tasks essential to the voting process; 

 Assists in preparing and posting Commission agendas;  

 Participates in taking minutes of the Commission Meetings or other Boards when requested. 

 Assists with various permanent GRAMA records such as contracts, ordinances and bond certificates; 

 Assist with microfilm or digital scanning of various permanent records such as marriage licenses, voter registration, etc..; 

 Accepts completed Board of Equalization (BOE) applications with required documentation, schedules appointments of appeals and, 
assists with other BOE activities as requested. 

 

Deputy II (in addition to the essential functions outlined for Deputy I) 

 Obtains and maintains Records Officer Certification from the State Division of Archives and Records Service and distribute 
documents according to government records management laws and guideline; 

 Compare authorized expenditures to adopted budget; 

 Monitors tax exemption status for various organizations in accordance with Utah code. 

 Works with departments to monitor credit cards and expenditures, and spot checks assets throughout the year; 
 

Deputy III (in addition to the essential functions outlined for Deputy I and Deputy II) 

 Initiates formal A/R collection processes as needed;  
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 Assist in reporting insurance claims;   

 Acts as internal auditor in evaluating department compliance with established fiscal and fiduciary guidelines; 

 May conduct physical inventory of assets by department; 

 Assists in training election poll workers;  

 Assist in preparing and testing election equipment. 

 May assist with acquisition of credit cards, i.e. activation, cancellation, etc.; 
 

Deputy IV (in addition to the essential functions outlined for Deputy I, Deputy II and Deputy III) 

 Assists in training of other deputies and may supervise some individual projects. 
 

MINIMUM QUALIFICATIONS 
 

1.  Education and Experience: 
  

Deputy I:  Graduation from high school or equivalent, plus one (1) year performing general bookkeeping or above related experience. 
 

Deputy II (in addition to the education and experience for Deputy I): Three (3) years performing the above related functions at 
Sevier County or five (5) years of progressively responsible experience performing fund or governmental bookkeeping with one (1) 
of those years being performed with Sevier County. 

 

Deputy III (in addition to the education and experience for Deputy I and II):  Eight (8) years performing the above related functions 
at Sevier County or twelve (12) years of progressively responsible experience performing fund or governmental bookkeeping with 
three (3) of those years being performed with Sevier County. 

 

 Deputy IV (in addition to the education and experience for Deputy I, II and III):  Twelve (12) years performing the above related 
functions at Sevier County or fifteen (15) years of progressively responsible experience performing fund or governmental 
bookkeeping with five (5) of those years being performed with Sevier County. 

 

   *An equivalent combination of education and experience may be considered for all deputy levels. 
 

2.  Required Knowledge and Abilities: 
 

Knowledge 
 

Deputy I:  Some knowledge of the following; 

 The operation and responsibilities of the County Clerk/Auditor office and elections; 

 Bookkeeping and accounting techniques and budgetary principles;  

 Laws and regulations governing county accounting responsibilities;  

 Interpersonal communications; 

 Various computer applications, i.e. MS Word, Excel, etc.;  

 Standard office practices and procedures related to record keeping, filing, indexing, etc.   
 

Deputy II:  Working knowledge of the following (in addition to the working knowledge outlined for Deputy I). 

 County ordinances and procedures; 

 County fiscal practices and procedures; 

 Generally accepted accounting principles established by AICPA and GASB; 

 Laws and regulations pertaining to tax reporting; 

 Interrelationships of all county departments; 

 Additional computer applications; i.e. government accounting software, etc. 
 

Deputy III:  Considerable knowledge of the following (in addition to the considerable knowledge outlined for Deputy I and II). 

 Election processes and ability to use election equipment; 

 Professional accounting standards and ethics. 
 

Deputy IV: Considerable knowledge of the following (In addition to the knowledge outlined for Deputy I, II, and III) 

 Principles of supervision 
 
 
 
 
 
 
 
 
 

Abilities 
 

Deputy I: Ability to 
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 Communicate effectively, verbally as well as in writing;  

 Develop and maintain effective working relationships with elected officials, professionals, the public and fellow employees;  

 Work under time pressures in meeting deadlines;  

 Work quickly and accurately with figures;  

 Apply generally accepted accounting principles in financial reporting; 

 Operate a variety of types of standard office equipment and machines such as 10 key adding machine, personal computer, 
copier, multi-line telephone, etc.;  

 Work effectively in a typical office environment. 
 

Deputy II: Ability to (in addition to the abilities outlined for Deputy I). 

 Analyze a variety of financial problems;  

 Perform mathematical computations. 
 

Deputy III: Ability to (in addition to the abilities outlined for Deputy I and II). 

 Prepare and analyze a variety of financial reports and make recommendations. 
 

Deputy IV: (In addition to the abilities outlined for Deputy I, II, and III) 

 Analyze a variety of financial problems and make recommendations. 
 

3.  Special Qualifications:  

 Be a United States citizen.  

 Resident of Sevier County. 
 

4. Work Environment: 

 Incumbent of the position performs in a typical office setting with appropriate climate controls.   

 Tasks require variety of physical activities occasionally involving muscular strain, such as walking, standing, stooping, sitting, 
reaching and occasional lifting generally not to exceed 40 pounds.  

 Talking, hearing and seeing essential to completion of essential functions.   

 Rapid work speed required performing keyboard operations.   

 Common eye, hand, finger, leg and foot dexterity exist.   

 Mental application utilizes memory for details, verbal instructions, emotional stability, discriminating thinking, guided and creative 
problem solving. 

 

***** 
Disclaimer:  The above statements describe the general nature, level, and type of work performed by the employee(s) assigned to this classification.  This description lists the 
major duties and requirements of the job and is not all-inclusive.  Incumbent(s) may be expected to perform job-related duties other than those contained in this document.  Job 
descriptions are not intended to and do not imply or create any employment, compensation, or contract rights to any person or persons.  Management reserves the right to add, 
delete, or modify any and/or all provisions of this description at any time as needed without notice.  This job description supersedes earlier versions. 
 
 

I __________________________________________________ have reviewed the above job description. Current Title: _____________________     Date: ____________ 
                                        (Employee) 
 
I have reviewed this job description with the employee: _______________________________________________________________________        Date: ____________ 
                                                                                                                                                     (Supervisor Signature) 

 

 


