1)  Example of Large ad

The (insert HD name) Health Department is accepting applications for a (FT/PT) Finance Administrator.
General Duties include:  This position serves under the direction of the Director.  Responsibilities for this position include, but are not limited to; Develop and manage a comprehensive accounting program.  Prepare the annual budget of the local health department.  Direct the preparation of statutory, regulatory and/or state and federal financial reports.  Analyze financial statistics and other accounting data.  Coordinate assigned functions with service delivery, administrative and programmatic functions, provide effective input into the agency’s strategic planning process.  Supervise the billing and collection of monies for health services rendered by the department.  Prepare/participate in the development and implementation of administrative policies and procedures.  Direct operational analysis of accounting systems, review, analyze and provide input on all budget related commitments.  Represent the financial interests of the agency.  Provide technical assistance to others on accounting and fiscal matters.  Arrange audits of regulated LHD accounts and administer and interpret policies, rules and laws.  Coordinate the process and supervise staff.
Minimum Education, Training or Experience:  Bachelor Degree in Business Administration, Public Administration, Public Health, Community Health, Accounting or Human Resource Management.  Three (3) years of experience in an administrative or management capacity, where fiscal and budgeting, accounting, payroll and accounts payable or closely related activities are demonstrated OR a regular status employee of the classified service may be considered for this position if the employee has a High School diploma or GED and the employee being considered has eight (8) years experience that demonstrates the required knowledge, skills and abilities.
Substitution for Education, Training or Experience:  Education in the field will substitute for the required experience not to exceed (5) years for regular status employee of the classified service.
Starting Salary:  $18.08 - $23.00/hr negotiable with additional experience.  Grade 21
Applications may be obtained at the (insert HD name) Health Department, (insert HD address and phone) or http://chfs.ky.gov/dph/lhdapp.htm  

Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 

Equal Opportunity Employer
Applicants and employees in this classification may be required to submit to a drug screening test and background check.

2)  Example of smaller ad to reference website

The (insert HD name) Health Department is accepting applications for a (FT/PT) Accounting Supervisor.
Starting Salary:  $18.08 - $23.00/hr negotiable with additional experience.  Grade 21
Applications and full listing of qualifications may be obtained at the (insert HD name) County Health Department, (insert HD address and phone) OR online at http://chfs.ky.gov/dph/LHD.htm  Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 
Equal Opportunity Employer

Applicants and employees in this classification may be required to submit to a drug screening test and background check.
