
POSITION DESCRIPTION 

COUNTY OF FLOYD, INDIANA 

 

POSTION: Chief Deputy 

DEPARTMENT:  Floyd County Auditor 

JOB CATEGORY: (COMOT) 

 

DATE WRITTEN:  March 1993    STATUS:  Full-time 

DATE REVISED:  March 2014 FLSA STATUS: Exempt-
Administrative/Personal/Personal 

 

Incumbent serves as Chief Deputy for the Floyd County Auditor, responsible for a variety of duties 
including: overseeing and assisting with County accounting functions, settlements, annual financial 
report, budget preparation, balancing with the Treasurer, recording and typing minutes at County 
Council meetings.  

DUTIES: 

Supervises and directs the overall operations of clerical personnel, including making work assignments, 
training, and providing corrective instruction. 

Serves as a back-up for receipting and disbursment functions in the absence of the A/R coordinator, or 
the A/P coordinator.  Responsible for daily posting of all open batches in the general ledger at the end of 
the day. 

Supervises bi-monthly payroll, including checking and balancing payroll worksheets for County 
Departments, preparing various payroll reports and balancing totals, and resolving discrepancies, as 
needed; prepares and posts all miscellaneous checks for payroll. 

Prepares quietuses and checks for withholding amounts, payroll transfers, net amounts, federal taxes, 
assignments of wages, deferred compensation, health insurance, PERF, life insurance, and withholdings 
for credit union. 

Prepares semi-monthly electronic federal tax payment forms and makes appropriate tax deposit on a 
timely basis. 

Prepares 941, unemployment, state withholding tax returns and the associated checks for the returns, 
as required, on a timely basis. 

Aids in the preparation semi-annual settlements of property, license excise, property tax, and 
homestead credit funds received from the Auditor of State.  Balances totals with figures provided from 



the County Treasurer’s office, and prepares and mails appropriate warrants and form 22’s to the taxing 
units. 

Aids in the Preparation of annual abstract, detailing valuation of property, deduction, personal property 
assessment, total net assess valuation’s unpaid tax penalties and interest, and taxes charged for County, 
schools, libraries, townships, cities, and towns. 

Coordinates County budget procedures, prepares and forwards budget agendas and tax projects to all 
departments, checks returned forms, completes revenue estimations, enters and updates budget 
accounts, prints status reports, and prepares and submits advertising to local media, as required. 

Works with County departments to process and monitor requests for additional appropriations and fund 
transfers; assists with related budget and financial projections and prepares related reports for 
Department of Local Governmental Finance. 

Provides information and assistance, reviews and files exemptions, provide copies, and refers callers to 
co-workers or more appropriate agencies. 

Prepares a wide variety of annual reports and complies special reports and information for other County 
departments, organizations, and local media as requested. 

Maintains communication with personnel and officials from other County departments and 
governmental agencies to coordinate departmental operations and budget procedures, resolve 
problems, and provide, request, and verify related information. 

Attends various educational seminars or other necessary, as needed or assigned. 

Preforms duties of Auditor and /or co-workers in their absence or as required to maintain continual 
public service and Department operations. 

Preforms additional miscellaneous duties as assigned. 

JOB REQUIREMENTS: 

Thorough knowledge of standard practices, policies, and legal requirements governing Auditor’s office 
operations, with ability to administer Department operations, maintain County budget procedures, and 
assist co-workers and members of the public accordingly. 

Knowledge of standard bookkeeping practices, with ability to prepare County budgets and projections, 
audit County accounting operations, assure accurate maintenance of all Department records, and 
resolve discrepancies as needed. Accounting degree preferred. 

Knowledge of legal regulations and requirements concerning collection, maintenance, and distribution 
of County tax dollars, and ability to apply regulation and requirements to specific situations. 

Knowledge of payroll functions including relevant tax returns. 

Ability to supervise and direct the overall operations of clerical personnel, including making work 
assignments, training, and providing corrective instruction. 

Ability to train co-workers, as needed. 



Ability to effectively work and communicate with co-workers, personnel and officials from other County 
departments and government agencies, and members of the public. 

Ability to maintain confidentiality of department records and information. 

Ability to use a computer, type, use calculator, copier, telephone, and printer. 

Ability to effectively complete duties amidst frequent distractions, interruptions, and service to the 
public. 

Ability to use Outlook, Word, Excel, and other government-specific financial software. 

Ability to perform duties of the Auditor in his/her absence. 

RESPONSIBILITY: 

Incumbent maintains daily operations and administers Department in absence of the Auditor, including 
assisting co-workers, preparing and balancing account/budget records, and resolving problems and 
complaints.  Highly sensitive actions and decisions are reviewed with the Auditor prior to completion.  
Errors in incumbent’s work are generally prevented through legally defined procedures and undetected 
errors may result in loss of time to correct error and/or inconvenient to other agencies or the public. 

Incumbent works with a flexible, customary routine schedule of duties, determining priorities in 
accordance with seasonal deadline.  Incumbent’s work is periodically reviewed at critical phases for 
soundness of judgment, technical accuracy, adherence to guidelines, and compliance with all applicable 
policies and legal requirements. 

PERSONAL WORK RELATIONSHIPS: 

Incumbent maintains communication with co-workers, personnel, and officials from other County 
departments and government agencies, and members of the public for a variety of purposes, including 
receipting money into appropriate funds, coordinating services and budget operations, resolving 
problems and complaints, and requesting, providing, and verifying Department-related information. 

Incumbent reports directly to the Auditor. 

PHYSICAL EFFORT AND WORK ENVIRONMENT: 

Incumbent performs duties in a standard office environment and at a public service counter, with no 
unusual physical demands. 


