JOB OPPORTUNITY

The Wood County Clerk’s Office has a full time position available in the Finance Department.
Monday thru Friday, 8:30 am - 4:30 pm

e Pay Bills/Invoices on a Weekly Basis

e Process Quarterly Payroll Reports — 941 Report, Unemployed Report, Workers’ Compensation
e Enter Budget in Budgetary System and submit Budget to Charleston

e Process Budget Revisions & Expenditure Revisions

e Process Accounts Receivable and Payable

e Reconcile County Clerk’s Records to Tax Office Records once a month

e Reconciliation of Checkbooks

Requirements:
e Accounting/Financial experience

e West Virginia Resident and Registered Voter
e Formally Type 50+ WPM

Please drop off, mail or email resume to:

Barbara Johnston

Wood County Clerk’s Office

1 Court Square Suite 400
Parkersburg, WV 26101
304.424.1850
bjohnston@woodcountywv.com



