Employment Opportunity
Accounts Clerk

Essential Duties:

Cyclical Duties per Fiscal Year:

December — April: Assist and help prepare and balance annual budget for Board of Supervisors
approval. Attend all workshop meetings as it relates to the annual budget

May — July: Enter approved budget into software tool per individual line item for all departments
August — October: Collaborate with 3 sets of auditors for 3 weeks at a time. Work with each set of
auditors to rectify all revenue and expenses for all county financials.

November: Prepare payroll for year-end W-2s for approximately 140 employees

December — Print all State and Federal W-2s and prepare them for electronic transmission

Daily Duties:

- Perform Accounts Payable two times a week total approximately 100 Accounts Payable

items
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Perform all budget line-item coding for maintenance, utilities, tourism, EMS and
Landfill

Control and maintain limits on all full-time employees’ Visa Credit cards

Perform all budget amendments monthly for all county offices

Perform monthly transfers of all inter-departmental money

Assist and perform all Human Resource functions for the entire County

- Perform all Accounts Payable duties for the Economic Development Authority (EDA)

- Perform all bi-monthly County and Department of Social Services (DSS) monthly payroll
duties for approximately 140 employees.
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Maintain all payroll tax charts (both Federal and State)

Perform all adjustments to salaries and VRS related to payroll

Mail out all benefits for all payrolls

Invoice Mountain Castle Soil and Water for payroll and benefits for reimbursement
to the County

- Maintain oversight and assist in management budget for all grants and ensure grant money
is received for the county

- Maintain correspondence and files for all workers compensation claims for all county
employees

- Manage and file all insurance claims for county vehicles and EDA property

- Invoice DSS for rent and telephone services annually

- Generate monthly Treasurer’s report for EDA and Tourism committees

- Generate deposits and maintain files for EMS insurance collections



- Control and maintain gas cards for Sheriff’s office

- Maintain and manage affordable healthcare report required by the Federal government

- Serve as the Point of Contact (POC) for all issues related to open enrollment for all
employee benefits

- Maintain records of approximately twelve county employees’ vacation and sick leave
balances

- Serve as liaison to Advanced Logic Industries (IT for all county employees) for all trouble
tickets and serve as POC for setup and maintenance of employees’ email accounts

- Assist with some of the Executive Administrative Assistant duties as a backup primarily
focused on:
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Generating permits and scheduling inspections

Generating agendas and meeting minutes for BOS monthly meetings
Generating agendas and meeting minutes for Planning Commission meetings
Serve as the main call hub for most county offices

Direct calls to appropriate departments

Ensure messages taken are received and routed accordingly

Minimum Requirements:

An Accounting , Finance, or Business Degree. Or four (4) years of equivalent work experience in
accounting or finance. Hiring pay range is $40,214 - $46,246 based on work experience.

To apply for this position please complete the Employment Application on the Craig County Website. To
be considered in the first round of interviews, please submit your application by October 15, 2026. This
position will remain open until filled.

Craig County Administration

P. O. Box 308

New Castle, Virginia 24127

Office: 540.864.5010



