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Bookkeeper 

Unified Community Services is seeking a detail-oriented and dependable Bookkeeper to support the agency’s 

financial operations. This position plays an important role in maintaining accurate financial records, processing 

payroll and accounts payable/receivable, preparing reports, and supporting purchasing activities. 

The ideal candidate will have strong accounting knowledge, the ability to work independently, and a 

commitment to accuracy, professionalism, and public service. 

 

Benefit Position: 80 hours bi-weekly; Monday through Friday, 8:00 a.m. to 4:30 p.m. 

Starting Pay: $24.08 per hour 

 

Minimum Qualifications 

• Two-year Associate Degree in Accounting 

• Familiarity with accounting software 

• Knowledge of governmental accounting 

• Ability to multi-task and work independently 

• Ability to work under pressure and meet deadlines 

• Strong interpersonal skills and the ability to maintain positive working relationships with the Finance 

Manager, co-workers, county staff, and vendors 

• Professionalism when working with agency staff and outside partners 

 

How to Apply 

A Grant County application and job description may be obtained on www.co.grant.wi.gov  or by contacting 

Grant County Human Resources (608) 723‑2540.  

To be considered, applicants must submit a letter of interest, resume, and Grant County application.  

Application materials may be emailed to employment@co.grant.wi.gov or mailed to the address below. 

Application materials will be accepted until 4pm on Thursday, August 13, 2026. 

 

Grant County Human Resources 

111 S. Jefferson St. / P.O. Box 529 

Lancaster, WI 53813 

 
Grant County is an Affirmative Action/Equal Employment Opportunity employer (AA/EEO). All qualified applicants are 

encouraged to apply, including minorities, veterans, women, and persons with work-related limitations. 

  

Unified Community Services 
Serving Grant and Iowa Counties 

http://www.co.grant.wi.gov/
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 UNIFIED COMMUNITY SERVICES 
 JOB DESCRIPTION 
 

 Bookkeeper 

 
Fair Labor Standards Act (FLSA) Status:  Non-Exempt 
 
Supervisor:  Finance Manager 
 
Overall Responsibilities: 
 The bookkeeper is responsible for all financial transactions related to revenue, expenses, payroll, and 

journal entries.   
  
Specific Responsibilities: 
  
 Accounts Payable and Accounts Receivable 

• Prepares all expense vouchers and accumulates receipts for submitting to the county. 

• Responsible for the proper distribution of expense and payroll checks. 

• Responsible for calculating funding source amounts on all contract bills.  

• Responsible for data entry of all program costs into accounting system. 
 
 Payroll 

• Responsible for the preparation of payroll submitted to the county and maintenance of all 
payroll records. 

 
 Accounting 

• Responsible for accounts receivable journal, inventory records, depreciation records, vendor 
expenses, contract receipts and expenses, reconciling books, etc. 

• Completes payroll vouchers and state reports as requested by Finance Manager. 

• Tracks staff development and research costs and generates reports for supervisor. 
 
 Financial Reports 

• Prepares monthly financial reports including revenue and expense statements, contract 
expense statements and balance sheets. 

• Prepares year end reports on staff mileage reimbursement and other reports as requested. 

• Works closely with Finance Manager.  Assists in cost analysis, data collection and information 
research as required. 

 
 Purchasing 

• Responsible for the selection and purchase of general business supplies.  Assures that orders 
are filled in a timely manner. 

• Responsible for purchases related to children’s’ programs. 
 
 Other General Responsibilities 

• Set up sales tax exempt status with vendors. 

• Register employees for conferences and training/book hotel stays. 



• File reports related to purchases for children’s programs. 

• Be knowledgeable of and adhere to agency policies and procedures. 
 
 Other Duties as Assigned. 
 
 
Qualifications: 
 
 Education, Experience and Background Requirements 

• Two-year Associate Degree in Accounting. 

• Familiarity with accounting software. 

• Completion of Caregiver Background Check in accordance with DHS 12, WI Administrative Code, 
with no crimes or other findings that prohibit employment as a caregiver unless rehabilitation 
approval is received, and with no convictions that are determined to be substantially related to 
the care of a client.   

 
 Knowledge, Skills and Abilities 

• Ability to multi-task. 

• Ability to work independently 

• Knowledge of governmental accounting. 

• Ability to develop and maintain positive working relationship with Finance Manager, co-
workers and county staff. 

• Ability to work under pressure and subjected to specific timetables and deadlines. 

• Ability to demonstrate a professionalism in dealing with Unified Community Services staff as 
well as vendors. 

 
5/2017 

…………………………………………………………………………………………..………………………………………………………………………... 

I have read and understand this job description.  I agree to accept the responsibilities and duties as outlined. 

 

___________________________________________   ____/____/____ 

Employee         Date  


