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Fiscal and Administra�ve Services Officer I/II 
 

 
FLSA: Non-Exempt  
BOS Approval Date: 

EEO Category: 1 
Salary Range: 75/79 

       

DEFINITION 

Under direc�on, to plan, organize, coordinate, and perform in the most highly specialized administra�ve 
support, fiscal support, and/or program opera�on func�ons of the department; to assist the department 
management staff with preparing and monitoring the Department and County budget; to perform 
complex administra�ve support, fiscal support and/or program opera�on func�ons requiring in-depth 
knowledge of the County services, policies, and programs of the Department; to prepare administra�ve, 
program, and/or fiscal reports, specialized documents, and other items necessary; and to 
do related work as required. 
 
DISTINGUISHING CHARACTERISTICS 

This is a highly specialized and diverse administra�ve/ fiscal classifica�on for planning, organizing, 
coordina�ng, and performing administra�ve support, fiscal support, and/or program opera�on func�ons 
of the Department. An incumbent in this class may be assigned supervisory responsibili�es for the day-to-
day direc�on and oversight of administra�ve support staff. 
 
The incumbent works with Department and other County staff to develop, monitor and revise the annual 
Department budget per County policy, as well as develop budgets for programs and grants within the 
Department. 
 
The incumbent must work closely with State/Federal agency staff to administer programs in a rapidly 
changing environment. The incumbent must stay current on state legisla�on that may affect revenues or 
administra�on of grants and programs. The incumbent may be required to develop new procedures as 
new sources of revenue are iden�fied. The incumbent will be involved with permi�ng, revenue billing and 
collec�on, so�ware updates and other tasks. The incumbent supervises and trains staff and oversees daily 
opera�ons, and must be able to step in when needed to assist the public, process vital records, answer 
phones, etc. 
 
Level I: Three years of increasingly responsible experience in performing a variety administra�ve 
support work, including substan�al experience in fiscal and/or monitoring and repor�ng. 
 

Level II: Three years of increasingly responsible experience in performing a variety administra�ve 
support work, including substan�al experience in fiscal and/or monitoring and repor�ng. 
-AND- 2 years’ work experience in a similar posi�on including supervision, grant management, 
budge�ng, audi�ng, and cost accoun�ng. 
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Reports to:  
Department Head 
 

CLASSIFICATIONS SUPERVISED:  
May directly supervise staff and provide lead direction to other staff as assigned. 
 

EXAMPLE OF ESSENTIAL DUTIES 
Du�es include but are not limited to the following: 

o Coordinates the development, prepara�on, and revision of the annual budget and program 
related budgets. 

o Prepare requests for payment for various grants and programs. 
o Monitor and assess programs, services, and opera�ons for financial and opera�onal efficiency. 
o Review staff �me studies for accuracy and suggest changes if needed to align with budgets. 
o Prepare required reports and documenta�on as needed for County/State/Federal agencies. 
o Maintain current knowledge of laws, codes, rules, regula�ons and legisla�on related to Public 

Health; assist in the implementa�on of legisla�ve changes. 
o Supervise and train staff on daily opera�ons. 
o Reconcile expenses and revenues to County records. 
o Prepare journal entries. 
o Prepare inter-departmental transfers of revenues and expenses. 
o Controls and reviews expenditures in accordance with established limita�ons. 
o Assist in the development and implementa�on of contracts and purchase orders. 
o Bi-weekly payroll repor�ng. 
o Prepare fee schedule updates as required. 
o Coordinates end of year accoun�ng ac�vi�es with the County Finance Department. 
o Assure that fiscal ac�vi�es comply with established standards, requirements, policies and 

procedures and work with County/State auditors as required. 
o Process vital records (birth cer�ficates, death cer�ficates, amendments, disposi�on of human 

remains) when needed. 
o Answer phones, greet clients, process payables and receivables when needed. 
o Assist with so�ware upgrades at the county/state/grant level as needed. 

 
TYPICAL QUALIFICATIONS 

Knowledge of: 
o Basic accoun�ng principles. 
o Principles of budget development and administra�on. 
o State/Federal grant/program administra�on. 
o Principles of supervision, training, and staff development. 
o Program development, monitoring, and evalua�on. 
o Computers and so�ware used in Department and County informa�on systems. 
o Sta�s�cal and financial record keeping methods, procedures, and techniques. 
o Techniques for the development and analysis of a variety of specialized informa�on as well as 

               informa�on and report presenta�on and development. 
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Ability to: 

o Plan, organize, schedule, coordinate, and perform most highly specialized administra�ve 
support, fiscal support, and/or program opera�on func�ons of the Public Health Department. 

o Provide supervision, training, and work evalua�on for assigned staff. 
o Gather, organize, analyze, and present a variety of narra�ve and sta�s�cal data and 

informa�on. 
o Develop and Administer Department, grant, and program budgets. 
o Prepare administra�ve reports and correspondence. 
o Analyze situa�ons accurately and determine effec�ve courses of ac�on. 
o Priori�ze workload to meet established �melines and special requests. 
o Work within mul�ple �me frames and deadlines. 
o Prepare, maintain, and submit complex fiscal and/or sta�s�cal records and reports. 
o Maintain confiden�ality of materials and use discre�on in sensi�ve situa�ons. 
o Deal tac�ully and courteously with the public, other County staff, and representa�ves of other 

government agencies, when explaining the func�ons, policies, and programs of the Department. 
o Establish and maintain coopera�ve working rela�onships at the county and state level. 
o Use office equipment and Microso� so�ware programs. 
o Support and follow the Department’s goals, guiding principles, and Mission-Vision-Values 

statement. 
 

Typical Physical Requirements: 

Sit for extended periods; frequently stand and walk; normal manual dexterity and eye-hand 
coordina�on: li� and move objects weighing up to 25 lbs.; corrected hearing and vision to normal 
range; verbal communica�on; use of office equipment, including computer, telephone, calculator, 
copiers, and FAX. (made this consistent with the posi�ons updated for the salary survey)  

Typical Working Condi�ons: 

Work is performed in an office or telecommu�ng environment, con�nuous contact with other staff and 
the public. All Mono County employees are Disaster Service Workers in the event of a disaster. 
Incumbent may be required to drive in remote areas of the County in all weather condi�ons. 
 
EXPERIENCE AND EDUCATION 

Any combina�on of training and experience which would likely provide the required knowledge and 
abili�es is qualifying. A typical way to obtain the required knowledge and abili�es would be: 
 
Level I: Bachelor’s Degree preferred from an accredited college or university with major course work in 
finance, accoun�ng, economics, or related field -OR- High school graduate or equivalent with 3 years of 
increasingly responsible experience in performing a variety administra�ve support work, including 
substan�al experience in fiscal and/or monitoring and repor�ng. 
 
Level II: Bachelor’s Degree preferred from an accredited college or university with major course work in 
finance, accoun�ng, economics, or related field -OR- High school graduate or equivalent with 3 years of 
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increasingly responsible experience in performing a variety administra�ve support work, including 
substan�al experience in fiscal and/or monitoring and repor�ng. 
 
-AND- 2 years’ work experience in a similar posi�on including supervision, grant management, 

budge�ng, audi�ng, and cost of accoun�ng. 
 

License or Cer�ficate: 
Possession of a valid driver's license. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

(Revised: 05.2024) 
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