LaMoure County, North Dakota

Job Description

Job Title: Auditor Job Status: Full-Time
Department: Auditor FLSA Status: Exempt
Reports to:  Board of Commissioners Date: 3/24/17

Nature of Work:

As an appointed official, is responsible for duties as County Auditor as outlined in North
Dakota Century Code, Chapter 11-13, and provide complete, concise, accurate, and timely
information and comprehensive services to the citizens of LaMoure County as requested, and
to provide information and support services to elected officials and staff so that they may
perform their identified duties and responsibilities.

ial . E k:
« Perform all responsibilities of Auditor as outlined in North Dakota Century Code
Chapters 11-13.

» Act as Commission Secretary of the Board of County Commissioners and keep an
accurate record of the official proceedings of the board.

* As Chief Financial Officer for the County, keep complete and detailed records of all
financial records of the county, and prepare the annual financial statement of the County.

* As Chief Election Officer for the County, perform all acts required of the auditor relative
to the making out and delivering of notices of general and special elections, making
abstracts of and canvassing votes cast at election, issue certificates of election and
forward the abstract of votes cast to the Secretary of State.

 Prepare the annual operating budget for the County, including calculation of tax levies,
and prepare assessment list/abstract and tax abstract.

« Manage the Auditor's office, and hire, train, supervise, and evaluate the performance of
Deputy Auditor and Deputy Auditor 11

* Act as staff for other County governing boards such as Senior Citizens Board.

» Keep the community informed of the direction of the County by communicating with the
media, community officials, and the general public.

 Perform other duties as required such as maintaining inventory of fixed assets; reviewing
and updating insurance coverage for county property, verifying daily cash sheets
prepared by county treasurer, issuing beer and liquor licenses, and issuing bingo and
raffle premits.



Requirements of Work:
« Ability to create a positive and productive work atmosphere by communicating and

maintaining a professional manner and a team-like environment with other employees,
and members of the public.

« Ability to work irregular schedules and in high-stress situations.

* Ability to perform light physical work and to carry up to 30 pounds; the ability to stand,
walk, sit, bend, twist, kneel and reach; the possession of hand/eye coordination sufficient
to operate a personal computer and traditional office equipment; ability to talk and hear
in person or by telephone; and the ability to see and read instructions and reports.

« Ability to travel and be exposed to extremes of weather when going on location to attend
meetings or tend to Auditor related duties.

« Ability to apply appropriate guidelines, either specific or general, to appropriate duty.

* Minimum of 5 years in management and supervisory roles would be beneficial but not
required.

» Bachelor's Degree in Public or Business Administration or Accounting would be
beneficial but not required.

This job description is not intended and should not be construed to be a complete list of all
skills, duties, responsibilities, or working conditions associated with the job. It is intended to
be a reasonable outline of those principle job elements essential in maintaining Auditor
related positions. The job description is not a contract. The County reserves the right to
modify job descriptions at any time.
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