
  
Invites Applications for the Position of:  

  

Business and Finance Officer I  
 

Apply online at http://www.kingcounty.gov/jobs 
 

King County is committed to equity and diversity in the workplace. In addition, the county is committed to recruiting and 
maintaining a quality workforce that shares our guiding principles: collaborative, service-oriented, results-focused, 

accountable, innovative, professional and fair and just. 

OPENING DATE/TIME: 05/05/17 12:00 AM (GMT -8:00) 

CLOSING DATE/TIME: 05/18/17 11:59 PM (GMT -8:00) 

SALARY: $30.49 - $38.65 Hourly 

LOCATION: Chinook Building - 401 5th Ave, Seattle 

JOB TYPE: Career Service, Full Time, 40 hrs/week 

DIVISION: Department of Community & Human Services 

JOB NUMBER: 2017SC6914 

SUMMARY: 

The Department of Community and Human Services (DCHS) provides equitable opportunities for 

people to be healthy, happy, self-reliant and connected to community.  

 

The position will be responsible for day to day accounting transactions, regular monitoring of 

expenditures and reporting for fund transactions for the Behavioral Health and Recovery Division 

(BHRD) as part of the fiscal team. 

 

WHO MAY APPLY: The Department of Community and Human Services values diverse 

perspectives and life experiences.  The Department encourages people of all backgrounds to 

apply, including people of color, immigrants, refugees, women, LGBTQ, people with disabilities, 

veterans, and those with lived experiences.   

  

REQUIRED MATERIALS: Candidates who wish to be considered for this position must submit an 

online King County application and respond to the supplemental questions. 

  

Work Schedule This position is nonexempt (hourly) and will receive overtime with supervisory 

pre-approval. Typical hours are Monday - Friday 8am-5pm. 

 

http://www.kingcounty.gov/jobs


Recruiter: Susan.Churchill@kingcounty.gov 

JOB DUTIES: 

 Perform accounting transactions including payment of extremely complex 

invoices;  recording revenue transactions from other governmental entities; preparing 

interfund transfers to/from other agencies within King County; and preparing 

documentation and audit trails for all recorded transactions. 

 Reconcile County financial system with internal financial systems and multiple funding 

sources that have different fiscal years.   

 Provide integrated reporting for programs and funding that shows calendar year/biennium 

information as well as alternate fiscal year and/or biennium information. 

 Work collaboratively with program managers to gather information regarding their 

programs, and in turn provide reporting that assists them in managing their programs. 

 Administer and monitor grants, contracts, and specialized funding streams.  Read and 

become an expert on grants and contracts and their financial requirements. 

 Perform ad hoc financial analysis of various BHRD programs, revenue contracts, funds, 

and appropriations.  Prepare written descriptions of your financial analysis, and be able to 

explain them to non-financial staff and others. 

 Perform fiscal site visits to ensure compliance with BHRD and BHRD's funders' 

requirements.  Perform audit analysis of service providers' records and make 

recommendations for corrective actions. 

 Perform other related duties as assigned. 

EXPERIENCE, QUALIFICATIONS, KNOWLEDGE, SKILLS: 

1. Minimum of three years of comprehensive accounting experience including increasing 

responsibility for budget monitoring, fiscal reporting, and financial analysis. 

2. Demonstrated ability to work as part of a team. 

3. Demonstrated skills in the development of meaningful financial reports. 

4. Experience with developing financial forecasts.   

5. Demonstrated ability to work and communicate effectively, both orally and in writing, with 

individuals from diverse backgrounds and at all levels of the organization. 

6. Ability to prioritize workload, work under pressure with tight timelines and changing 

priorities, and provide reliable and high quality work products while meeting deadlines. 

7. Proficiency in the use of Microsoft Office Products.  Minimum of intermediate knowledge of 

Excel. 

8. Preferred: 

1. Bachelor's degree in business administration, accounting or a related field and/or 

an equivalent combination of education and experience. 
2. Governmental accounting experience. 

 

mailto:Susan.Churchill@kingcounty.gov

