
FINANCE TECHNICIAN 
SHERIFF’S OFFICE 

 

Oneida County is accepting applications for the position of Sheriff’s Office Finance 

Technician.  The current hourly range for this position is $20.55 – $26.42 plus fringe 

benefit package. 

 

Position performs a variety of accounting functions relating to financial accounts 

managed by the Sheriff’s Office.  The position requires technical record keeping and the 

ability to prepare financial exhibits and provide precise documentation for audits. 

 

Position will balance assigned monies and monitor transactions of funds for the Sheriff’s 

Office.  Individuals must be able to calculate invoices, maintain an accurate record of 

accounts receivable, submit delinquent accounts to collections and monitor collections 

deposits.  Candidate will also prepare Sheriff’s Office vouchers for payment, monitor 

revenue and expense accounts, and prepare deposits for inmate and Sheriff’s Office 

accounts.  Individual must reconcile a variety of financial reports pertaining to inmate 

housing, and transportation of inmates.  Position is also responsible for completion of 

financial forms pertaining to grants obtained by the Sheriff’s Office.  Position will act as 

a back up to the Payroll/Civil Process and Technical Support positions as necessary.  In 

addition, individual must maintain confidentiality regarding personnel matters related to 

payroll.  Applicant must demonstrate computer knowledge, bookkeeping experience, 

excellent customer service skills, the ability to meet strict deadlines, and a willingness to 

work outside of the normal workday and workweek on occasion.  Individuals must have 

the ability to type 50 wpm, two years of post-high school education with course work in 

accounting, bookkeeping, math or secretarial science and one year work experience as a 

typist, secretary or related area, OR five years’ work experience in a professional 

environment performing related duties involving accounting, bookkeeping, payroll or 

related field.  

 

Successful applicants may be requested for testing, an oral interview, pre-employment drug 

screen and medical exam, psychological assessment, and background check. 

 

Complete job description and required Sheriff’s Office application are available at 

www.co.oneida.wi.us or at Northern Advantage Job Service Office at 51 A N Brown St., 

Rhinelander, WI 54501  (715) 365-1500.  Completed application, cover letter and resume 

are due at Northern Advantage Job Service by 4:30 p.m. on Monday, April 6, 2020. 

 

Applications can be mailed to the address above, faxed to 715-369-6261 or emailed to 

(jlueneburg@co.oneida.wi.us).    

 

EOE/AA 

 

 

 

http://www.co.oneida.wi.us/
mailto:jlueneburg@co.oneida.wi.us


Oneida County 

Job Description 
  

Job Title:   Finance Technician 

Class Title: Technical Support 

Department: Sheriff 

Reports To: Management Services Administrator 

FLSA Status: Nonexempt 

Prepared By: Sheriff Grady Hartman 

Prepared Date: March 19, 2015  

Approved By: Lisa J. Charbarneau 

Approved Date:  March 26, 2015 

 

SUMMARY: 

The Finance Technician is responsible for a variety of complex accounting functions 

involving the auditing and maintenance of accounts in the Sheriff’s Office. The position 

requires technical record keeping and the ability to prepare financial evidence exhibits and 

affidavits for court presentations and related collection actions.   Work is performed in 

accordance to federal and state laws, established policies and procedures, employee 

handbooks, and standard operating procedures with considerable need for independent 

judgment and a high degree of accuracy.  Displays independent action so that only unusual 

situations are referred to the Support Services Lead. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:   
 

Other duties may be assigned. 

 

Extend, total, and balance all assigned monies received to various categories and monitor 

transactions of funds from the Sheriff’s Office. 

 

Performs daily balancing of cash from all sources and make appropriate bank deposits.   

 

Compute invoices for housing of inmates, liaison officers, or other governmental 

services. 

 

Calculate daily transports of prisoners and compile monthly and annual reports. 

 

Prepare Sheriff’s Office purchase orders as requested. 

 

Balance and reconcile checking account(s).  

 

Prepare monthly, quarterly, and annual financial reports to management and the State of 

Wisconsin. 

 

Process telephone requests from citizens, judges, payers, payees, etc. Provide 

correspondence and provide general information in response to inquiries. 



Post vouchers, receipts, and disbursements to appropriate books, ledgers or journals and 

balance all accounts.  

 

Maintain statistics on all budgeted accounts for monthly reports to management.  

 

Operate a wide variety of computer hardware and software systems. Enter and maintain 

all information (some being confidential) received, as required and directed, into the 

Records Management System (RMS).  

 

Process and evaluate financial data, type correspondence, and prepare affidavits as 

needed that relate to the collection of accounts receivable.   Prepare delinquent accounts 

for submission to TRIP (Tax Refund Intercept Program) or collections agencies.  

Answers phone calls and provides information to collection agencies and/or the public 

regarding such accounts. 

 

Maintain knowledge of legal collection practices and continue to develop procedures for 

maximum collection on delinquent accounts. 

 

Fiscally responsible for maintaining recreational grant expenditures and compiling and 

preparing monthly reports for annual audits for same programs. 

 

Prepare vouchers, blanket purchase orders, receipts, and disbursements to appropriate 

books, ledgers or journals and balance all accounts.  

 

Manage Sheriff’s Office inventory including adding, deleting and maintaining 

department resources.  Prepare appropriate fixed asset forms and conduct inventory 

assessments as requested.  Utilize computer programs to manage items as appropriate. 

 

Any other duty as assigned. 

 

QUALIFICATIONS: 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed below are representative of the knowledge, skill, 

and/or ability required. Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

 

Must have the knowledge of bookkeeping, record keeping and accounts receivable. 

Good mathematical skills. 

Must be able to develop and maintain the working knowledge of fiscal and audit 

responsibilities of the assigned department functions. 

Ability to meet deadlines and deal with frequent change, delays or unexpected events. 

Ability to multi-task. 

Must have the ability to organize and prioritize effectively. 

Must have the ability to use computers and computer aided technology 

(software/hardware/peripheral items). 



Must have the ability to attend various continued training schools and pass/maintain 

required certifications.  

Must have the ability to maintain accurate, complete records and prepare clear and detailed 

reports. 

Must have the ability to type 50 wpm and accurately operate a 10-key calculator. 

Must have the ability to maintain confidentiality and testify in hearings. 

Must have the ability to maintain working relationships with Sheriff’s Office personnel, 

other law enforcement and government agencies, and the public. 

Must be able to exercise initiative.  

 

EDUCATION and/or EXPERIENCE:     

High School degree.  

Two years of post high school education with course work in accounting, bookkeeping, 

math, and secretarial science. One year of work experience in a professional environment 

involving accounting, bookkeeping, payroll or related field. 

OR 

Five years work experience in a professional environment involving accounting, 

bookkeeping, payroll, or related field. 

 

REASONING ABILITY:  
Must have the ability to evaluate situations, based on training/experience and 

policy/procedures, and make good independent decisions. 

 

LANGUAGE SKILLS:     
Must possess good oral and written communication skills. 

 

MATHEMATICAL SKILLS:    
Good basic mathematical skills. 

 

CERTIFICATES, LICENSES, REGISTRATIONS:   

Maintain required certifications for CIB/TIME system. 

Valid Wisconsin Drivers License with no operating restrictions. 

 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions.  

  

 


