
  
 LINCOLN COUNTY, MINNESOTA 

POSITION DESCRIPTION 
 

Position Title:   Deputy Auditor – Treasurer - Payroll 
                                                       & Taxes 

                          Non-Union confidential 
 
Date:  March, 2019   
 

Department:   Auditor - Treasurer 
  
 
Reports To:  County Auditor - Treasurer 

 
 
PURPOSE OF POSITION: 
 
The purpose of this position is to administer the County’s payroll system and to assist the Auditor in 
performing responsibilities related to taxes.  Duties include, but are not limited to:  application of the I Series 
computer system, computerized spreadsheets, word processing, maintenance and processing of real estate 
tax rolls, computations of annual real estate taxes and related accounts and records, assists with voter 
registration and elections, computes and processes payroll and associated reports, and performs additional 
tasks as assigned. 
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
The following duties are normal for this job.  These are not to be construed as exclusive or all-
inclusive.  Other duties may be required and assigned. 
 
Process county payroll, review timesheets and attendance records to compute payroll, maintain records of 
leave, and prepare associated payroll reporting including W-2 reporting, garnishments and withholding 
reports. Transmit EFT files via computer. Maintain payroll-related journals, deduction reports for PERA, 
automatic deposits, health, dental and life etc. Ensure employees are enrolled in insurance benefits, process 
forms and file insurance reports. Apply County personnel policy to employee payroll and benefits and 
maintain personnel records. Position is required to access, analyze and prepare reports on labor relations 
information, including management positions on economic and non-economic items that have not been 
presented during the collective bargaining process or interest arbitration, and information specifically 
collected or created to prepare management’s position. 
 
Calculate tax rates, prepare tax records and statements to report various types, including current, delinquent, 
distribution, forfeiture record and notices, searches and confession of judgment.  Generate various tax 
related computer reports, notifications, ensure accuracy of records, post, receipt and enter assessments to 
computer to pay delinquencies and place special assessments on correct tax roll.  Distribute tax settlements 
to state, cities, towns, schools, etc. Prepare various tax related reports including unpaid tax reports, tax 
increment financing (TIF), abatements. Prepare mailings related to tax information. Forward to appropriate 
personnel reports of taxes based on records contained in computerized or manual records.   Prepare various 
listings of tax related items and public notices, financial aid notifications to local government. 
 
Prepare a variety of financial data for various local, state and federal agencies. Process cash receipts from 
various departments and agencies. 
 
Assist in preparation for elections, mail various rosters and enter information to state voter registration 
system, send and/or receive absentee ballots and applications, tally election results and enter into state 
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records, store election materials. Maintain records and files of related information. 
 
Become a certified Driver’s License Issuer. This requires training, tests, background check and fingerprinting. 
 
Assist the public at the counter and by phone to answer questions, complete requests for information and 
services offered by the Auditor’s office.   
 
 
 
ADDITIONAL DUTIES AND RESPONSIBILITIES: 
 
Maintain records for Tax Increment Financing.   
 
Prepare update records for licenses, including liquor, beer, cigarettes and auctioneers. 
 
Performs other related duties as required. 
 
 
MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL 
FUNCTIONS: 
 
Completed program of post high school education in accounting and 3 years’ experience in payroll, 
accounting, real estate or a combination thereof.  Experience in working with the public is preferred.   
 
Knowledge of generally accepted accounting principles (GAAP), theories and procedures; knowledge of 
auditing standards; working knowledge of mainframe and personal computers; knowledge of governmental 
accounting desirable; working knowledge and skillful in use of Office Professional (Excel, Word, etc) and the 
Windows environment. 
 
 
 
MINIMUM ABILITIES REQUIREDTO PERFORM ESSENTIAL FUNCTIONS: 
 
 
Physical Requirements:   
 
Must be physically able to operate a variety of office machines and equipment, including, but not limited to: 
computer, telephone, facsimile machine, adding machine, copier, postage meter. 
 
Must be able to exert up to 20 pounds of force occasionally and/or up to 10 pounds of force frequently, 
moving or carry job-related objects or materials.  Must be physically capable of reaching to obtain various 
books, printouts, file boxes, computer paper, etc.      
 
Physical demand requirements are at levels of those for sedentary or office environment work.   
 
 
Numerical Aptitude: 
 
Requires the ability to utilize mathematical formulas; add and subtract; multiply and divide totals; determine 
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percentages.   
 
 
Language Ability: 
 
Requires the ability to read a variety of records, forms and correspondence.  Requires the ability to prepare 
forms and correspondence, using prescribed formats and conforming to all rules of punctuation, grammar, 
diction and style.  Requires the ability to speak to people with poise, voice control and confidence.   
 
 
Interpersonal Communication:   
 
Requires the ability of speaking and/or signaling people to convey or exchange professional information.  
Includes receiving instructions, assignments or directions from superiors.  
 
 
Environmental Adaptability:   
 
Work is normally performed in an office environment.  Headaches, eyestrain, carpal tunnel, and related 
occupational hazards associated with computer work reflect most common potential for injury. 
 
 
 
 
 
/s/ Deb Vierhuf 
 
 
 
 
 March 8, 2019                                                                                                                       
Date            
 
 
Lincoln County is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages 
prospective employees and incumbents to discuss potential accommodations with the employer. 


