1)  Example of Large ad

The (insert HD name) Health Department is accepting applications for a (FT/PT) Account Clerk II.
General Duties include:  This position serves under the limited direction of the Director or Finance Administrator.  Responsibilities for this position include, but are not limited to; Employees at this level are fully aware of the operating procedures and policies within the work unit and receive instruction or assistance as new or unusual situations may arise.  Use the PSRS/Financial system, pre-audit records for accuracy and completeness make necessary adjustments to accounts with supervision.  Understand payer codes/financial obligations as it relates to patient A/R file, determine other sources of payment for patients according to provider.  Audit payroll/travel for errors and correct as agency policy dictates.  Document all information required to determine financial obligations.

Minimum Education, Training or Experience:  High School Diploma or GED.  Three (3) years of experience in accounting, bookkeeping, payroll and accounts payable, business administration or closely related field.

Substitution for Education, Training or Experience:  Additional education in the field of Business Administration, Public Administration, Community Health, Public Health, Accounting or Human Resource Management may substitute for the required experience on a year for year basis.

Starting Salary:  $10.10/hr negotiable with additional experience.  Grade 11

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) Account Clerk II.
Starting Salary:  $10.10/hr negotiable with additional experience.  Grade 11

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.

