
  
Invites Applications for the Position of:  

  

Fiscal Specialist III  
 

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: 07/27/17 12:00 AM (GMT -8:00) 

CLOSING DATE/TIME: 08/09/17 11:59 PM (GMT -8:00) 

SALARY: $22.99 - $29.28 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: 2017SC7220 

SUMMARY: 

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

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

 

This position provides financial and related technical services to All Home and the Director's 

Office within DCHS. This position is responsible for invoice processing; contract payment 

tracking; assisting in reconciliation processes and financial reporting; updating reporting 

templates; and providing technical assistance to All Home and Director's Office staff with regard 

to County, state and federal policies and regulations, as well as a variety of related tasks. 

 

Who May Apply:  This position is open to all qualified candidates that meet the minimum 

qualifications.  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/CONDITIONS:  This position is eligible for overtime (nonexempt) with 

http://www.kingcounty.gov/jobs


supervisory preapproval.  The typical work week is normally Monday through Friday, 8:00 a.m. 

to 5:00 p.m.   

  

RECRUITER: Susan Churchill:  susan.churchill@kingcounty.gov 

JOB DUTIES: 

 Organize and track contracts, budgets, legal documents, and other financial accounting 

records and documents. 

 Assist in the development of financial reporting tools and suggest improvements to 

existing financial reporting processes. 

 Perform reconciliation between the Oracle EBS general ledger and project modules. 

 Enter expenditure reports to reconcile PCard and TCard transactions and employee 

reimbursements. 

 Process invoices and facilitate PCard purchases to vendors and providers. 

 Compare accounting information in provider invoices to contracts and supporting 

documentation. 

 Provide information for budget preparation, grants, and contract applications according to 

specific directions. 

 Read and understand contracts and interpret policies, procedures, codes, and regulations; 

interpret this information for internal customers. 

 Update monthly financial reporting templates and assist in the development of new 

financial reporting templates. 

 Deposit checks and enter miscellaneous revenue receipts. 

 Perform year end close-out activities including processing of year end accruals and close-

out of contracts. 

 Develop and maintain procedures related to the position's job duties. 

 Prepare smart spreadsheets and enter expenditure batches to reclassify expenditures and 

correct accounting discrepancies. 

 Perform other related duties as assigned. 

EXPERIENCE, QUALIFICATIONS, KNOWLEDGE, SKILLS: 

1. Minimum of 2 years of accounting experience. 

2. Strong analytical and problem solving skills. 

3. Proven teamwork skills. 

4. Skill in establishing and maintaining effective collaborative relationships. 

5. Strong communication skills, both verbal and written. 

6. Proven initiative. 

7. Reconciliation experience. 

8. Demonstrated ability to manage multiple tasks simultaneously.   

9. Proficiency in the use of Microsoft Excel and Outlook. 

10. Desired Qualifications:   

1. A degree in accounting or a related field 

2. Experience in governmental accounting 
3. Familiarity with Generally Accepted Accounting Principles (GAAP) 

 

mailto:susan.churchill@kingcounty.gov

