1)  Example of Large ad

The (insert HD name) Health Department is accepting applications for a (FT/PT) Accounting Supervisor.
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; Establish and maintain financial policies, systems and business processes based on requirements of federal, state and agency policies.  Direct and coordinate agency cash management of all governmental accounts and federal grants.  Ongoing supervision and performance evaluations of assigned accounting staff.  Apply generally accepted accounting principles in recording financial activity in accounting systems and varied subsystems.  Prepare standard statutory, regulatory and GAAP financial and/or accounting reports.  Analyze complex financial data and extract and define relevant information.  Interpret data for the purpose of determining past financial performance.  Monitor assigned accounting subsystems, respond to inquiries for solution of difficult accounting problems.  Gather employment information and prepare payroll forms, calculate a variety of complex payroll totals, input data into the budget data entry system.  Audit and/or approve travel forms to determine allow ability, allocation and reasonableness and manage billing and cost center information.  Participate in resolving grant and contract related issues.  Audit procurement requests for approval and develop patient accounts policies and procedures that support the agency objectives and insure compliance of PSRS, EHMIS, home health billing and OASIS/Medicaid.
Minimum Education, Training or Experience:  Bachelor Degree in Business Administration, Public Administration, Public Health, Community Health, Accounting or Human Resource Management and one (1) year of experience in accounting, bookkeeping, payroll and accounts payable, business administration or closely related field in an administrative or management capacity
OR

An individual may be considered for this position if the individual has a High School Diploma or GED and six (6) years of 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.  
Starting Salary:  $12.95 - $16.22/hr negotiable with additional experience.  Grade 16
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:  $12.95 - $16.22/hr negotiable with additional experience.  Grade 16
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.
