
 
Comal County 
Job Description 

 
Job Title:  First Assistant Auditor Job Code Number:  187 
Department:  County Auditor Salary:  E9 
Employee Name:  Employee ID:  
FLSA Status:  Exempt Reports To:  Auditor 
Prepared By:  County Auditor Prepared Date: 
Approved By:  Commissioners Court Updated: 06/16; 03/17; 02/18 

 
SUMMARY    
This position supervises departmental personnel in the absence of the County Auditor.  This position has 
contact with all county departments and external auditors; works closely with the County Treasurer’s 
office and is primarily responsible for general ledgers, financial records, monitoring cash and fund 
balances, and providing support to staff on accounting questions.  Also to ensure that receipts and 
expenditures for county funds are properly accounted for; monitor flow of cash and fund balances.   
 
SUPERVISION RECEIVED  
Works under the general supervision of the County Auditor. 
 
SUPERVISION EXERCISED  
Supervises six (6) employees in the absence of the County Auditor. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
Duties include the following: 
 

1. Supervisory duties. 
 

2. Year-end:  Prepare and enter all year-end closing entries in preparation of the audit by the 
County’s outside auditor. This consists of accruing all revenues, expenditures, receivables, and 
payables associated with the year being closed, reconciling general ledgers, and Water Oriented 
Recreation District (W.O.R.D.) audits. 

 
3. Financial Report: Preparing the entire comprehensive annual financial report in accordance with 

FASB and GASB rules.  This requires preparing the basic financial statements, both 
government-wide financial statements and fund financial statements, the notes to the financial 
statements, required supplementary information, other supplementary information, and the 
statistical section.  

 
4. Special Projects:  Handle any special projects as they arise. 

 
5. General ledger analysis to insure revenues, payables, purchase orders and journal entries are 

posted to the correct fund/line. 
 

6. Investments:  Reconcile investments between the statements and the County’s books. 



 
 

7. Chart of Accounts:  Maintain the chart of accounts for the County’s financial system.  The chart 
of accounts effects revenues, payables, purchase orders, fixed assets, criminal case management, 
civil case management, justice of the peace and jury modules as well as the accounting module. 

 
8. Special Reports and Surveys:  Prepare special reports and surveys as necessary.  This includes, 

but is not limited to, the quarterly and annual reports to Justice Benefits for the SCAAP and Title 
IV-E grants and reports for the Extension office for submission to Texas A & M. 

 
9. Journal Entries:  Prepare journal entries and correct accounting information; enter into the 

financial system as necessary. 
 

10. Seized Funds: Maintain records of monies seized by the Criminal District Attorney, Sheriff’s 
office, and Constables, distribute/disburse the money per court orders, and assist in the 
preparation of the state and federal asset forfeiture reports. 

 
11. County Health Insurance:  Record drafts on the health insurance bank account by journal entry. 

 
12. Computer system analysis and training:  Analyze the New World system reports for errors and 

omissions and make necessary corrections.  Train new employees on the different programs used by 
the Auditor’s office, including, QuickBooks, Microsoft Word and Excel, and the various New 
World modules.  

 
13. Tax Distributions:  Prepare distributions of tax collections based on the adopted tax rate and 

distribute, by journal entry, to the proper funds. 
 

14. Assists other County departments with financial reports, assignment of appropriate budget  
codes, and miscellaneous questions and problems.  

 
15. Assists County Auditor in annual budget preparations in written, oral, diagram, or schedule form. 

 
16. Attendance is an essential function of the job.  

 
Note:  The duties listed above are intended only as illustrations of the various types of work that may be 
performed.  The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related or a logical assignment to the position and is assigned by the supervisor. 
 
MANDATORY QUALIFICATIONS: 
 
EDUCATION and/or EXPERIENCE 
Bachelor's degree (B. A.) from four-year college or university with a degree in accounting; or any 
equivalent combination of experience and training which provide the required knowledge of skills and 
abilities.  
 
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES 
Knowledge of office practices and procedures of accepted accounting practices and principles; 



 
departmental policies; rules, regulations and procedures; state laws and statutes pertaining to records and 
accounting procedures required in maintaining and auditing statutory county offices.   
Skill/Ability to  adopt and apply established methods and procedures to varied accounting transactions; 
ability to interpret financial statements and complete and prepare accurate accounting reports and 
statements of moderate complexity; to operate adding and calculating machines in performing complex 
arithmetic calculations quickly and accurately; understanding of computerized accounting systems; and 
ability to establish and maintain effective working relationships with fellow employees, banks, and 
external auditors. 
 
LANGUAGE SKILLS  
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and 
procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively 
before groups of customers or employees of organization. 
 
MATHEMATICAL SKILLS  
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry. 
 
REASONING ABILITY  
Ability to solve practical problems and deal with a variety of concrete variables in situations where only 
limited standardization exists. Ability to interpret a variety of instructions furnished  
 
PHYSICAL DEMANDS 
This is a sedentary position.  The physical demands described here are representative of those that must 
be met by an employee to successfully perform the essential duties of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions 
of this job. 
 
While performing the duties of this job, the employee is frequently required to sit; use hands to finger, 
handle, or feel; and talk or hear.  The employee is occasionally required to stand; walk; reach with hands 
and arms; climb or balance; and stoop, kneel, crouch, or crawl.  The employee must frequently lift 
and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds.  Specific vision 
abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth 
perception, and ability to adjust focus. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  
  
While performing the duties of this job, the employee is occasionally exposed to moving mechanical 
parts and fumes or airborne particles.  The noise level in the work environment is usually moderate. 
 
SELECTION GUIDELINES  
Formal application, rating of education and experience; oral interview and reference check; job related 
tests might be required.  



 
 
This job description does not constitute an employment agreement between the employer and employee 
and is subject to change by the employer as the needs of the employer and requirements of the job 
change.  The employee further understands, and accepts, that this position falls under the provision of an 
“At Will” employment, and under no circumstances is this contract for employment.  
 
Approval: ________________________________ Approval: ___________________________ 
               (Supervisor or Department Head)                                     (Commissioners Court) 
   
 
Effective Date:  ___________________________ Revision History: _____________________ 
 
 
Acknowledgement of employee: ___________________________________________________ 
                    (Printed Last Name, First Name, MI) 
 
 
Signature of employee:___________________________________________________________ 
 



 

Comal County 
Job Description 

  
Job Title:  Internal Auditor Job Code Number:  184 
Department:  County Auditor Salary: E6  
Employee Name:  Employee ID:  
FLSA Status:  Exempt Reports To:  County Auditor 
Prepared By:  Human Resources Prepared Date: 12/16 
Approved By:  Commissioners Court Date Updated: 02/18 
 
SUMMARY    
Develop documentation of internal control systems and office procedures for various County 
departments through interviews, observation and gathering and review of documents.  Analyzes internal 
control strengths and weaknesses in internal control systems and office procedures.  Monitors and 
reconciles trust funds and various other bank accounts. This is a responsible position requiring 
independent judgment.  Duties include performing a moderately complex bookkeeping and accounting 
tasks responsible for assisting in all phases of government accounting.  Must possess a thorough 
knowledge of accounting and auditing procedures in order to maintain scheduled deadlines. 
  
SUPERVISION RECEIVED  
Works under the direct supervision of the County Auditor. 
  
SUPERVISION EXERCISED  
None generally.  
  
ESSENTIAL DUTIES AND RESPONSIBILITIES 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
Duties include assisting in the following: 
  

1. Audits of 13 officers of Comal County (JP's 1-4, County Clerk, CCAL, District Clerk, Sheriff's 
Office, Criminal District Attorney, Constables 1-4.  Audits include: 
a. Receipts 
b. Track payables (checks issued by the fee officers). 
c. Balance sheets 
d. Balance bank statements and reconciliations for all bank accounts to the QuickBooks 

reconciled figures. 
e. Maintain files on each fee officer, including making copies of necessary documents. 
f. Assist departments with conversion to QuickBooks and credit card/on-line payments.  Each 

department is in a different stage of development. 
g. Receipting and coding the revenues from the fee offices to the County's general ledger 

revenue accounts.  
  

2. Other duties that may be assigned: 
a. Receptionist (phone and counter) 
b. Mail clerk (outside and internal) 
c. Answer questions from bookkeepers in all departments regarding their reports. 



 

 
3. Maintain accounting schedules to meet frequent deadlines. 

 
4. Work with various County offices to assure adherence to County policies and procedures. 

 
5. Research and solve complex problems that arise with accounting documents. 

 
6. Prepare special reports and surveys as necessary.  This includes, but in not limited to, the 

quarterly and annual reports to Justice Benefits for the SCAAP. 
 

7. Audit payroll. 
 

8. Reviews payroll records and reports. 
 

9. Daily filing and maintaining clerical records and reports pertinent to accounting and 
bookkeeping operations. 

 
10. Create and maintain necessary manual and/or computerized files and filing system. 

 
11. Create and type correspondence and reports. 

 
12. Proof read and post operations, progress, or other reports and prepare monthly summaries of 

such reports as needed. 
 

13. When necessary, sort, and distribute and/or record and process outgoing mail. 
 

14. Act as a receptionist or telephone operator, answering questions and directing visitors. 
 

15. Operate typewriter, adding machine, calculator, copier, postage meter, cash register, computer, 
and/or other office machines. 

 
16. Regular contact with County officials and employees, the general public, officials and employees 

from other governmental entities. 
 

17. Attendance is an essential function of the job. 
  
Note:  The duties listed above are intended only as illustrations of the various types of work that may be 
performed.  The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related or a logical assignment to the position and is assigned by the supervisor. 
  
MANDATORY QUALIFICATIONS: 
  
EDUCATION and/or EXPERIENCE 
Bachelor's degree (B. A.) from four-year college or university with a degree in accounting; three (3) to 
five (5) years related experience and/or training.   
  
DESIRED MINIMUM QUALIFICATIONS: 



 

  
LANGUAGE SKILLS  
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and 
procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively 
before groups of customers or employees of organization. 
  
MATHEMATICAL SKILLS  
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry. 
  
REASONING ABILITY  
Ability to solve practical problems and deal with a variety of concrete variables in situations where only 
limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, 
diagram, or schedule form. 
  
PHYSICAL DEMANDS 
This is a sedentary position.  The physical demands described here are representative of those that must 
be met by an employee to successfully perform the essential duties of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions 
of this job. 
  
While performing the duties of this job, the employee is regularly required to stand; walk; sit; use hands 
to finger, handle, or feel objects, tools, or controls; reach with hands and arms; and talk or hear. The 
employee frequently is required to climb or balance and stoop, kneel, crouch, or crawl. The employee 
must regularly lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds. 
Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral 
vision, depth perception, and the ability to adjust focus. 
  
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  
  
While performing the duties of this job, the employee is occasionally exposed to moving mechanical 
parts and fumes or airborne particles.  The noise level in the work environment is usually moderate. 
  
SELECTION GUIDELINES  
Formal application, rating of education and experience; oral interview and reference check; job related 
tests might be required.  
  
This job description does not constitute an employment agreement between the employer and employee 
and is subject to change by the employer as the needs of the employer and requirements of the job 
change.  The employee further understands, and accepts, that this position falls under the provision of an 
“At Will” employment, and under no circumstances is this a contract for employment.  
  
 
Approval:_______________________________   Approval: ____________________________ 



 

                        (Supervisor or Department Head)                                                  (Commissioners Court) 
  
 
Effective Date:  __________________________  Revision History:______________________ 
  
 
Acknowledgement of employee:___________________________________________________ 
                                                                                             (Printed Last Name, First Name, MI) 
  
  
Signature of employee:___________________________________________________________ 
  
  



 

Comal County 
Job Description 

 
Job Title:  Budget/Claims Specialist Job Code Number: 181 
Department:  Auditor Salary: E5 
Employee Name:  Employee ID:  
FLSA Status:  Exempt Reports To:  Auditor 
Prepared By:  Human Resources Prepared Date: 12/16 
Approved By:  Commissioners Court Date Updated: 08/17; 02/18 
  
 
SUMMARY        
Work involves development of plans for effective program management and research techniques for 
the better utilization of County funds. Provides complex technical services to department heads.  
Prepares final reports for independent audit.  Completes renewal applications for all liability 
insurance policies.   
 
SUPERVISION RECEIVED  
Works under the general supervision of the County Auditor.  
 
SUPERVISION EXERCISED  
None. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. Duties include the following: 
 
 Budget preparation: 

a. Compile, calculate, print and bind all data necessary during the budget process. 
b. Distribute the adopted budget and enter the approved budget into the financial system. 

 
 Prepare budget amendment forms, submit to Commissioners Court for placement on the 

agenda, and enter approved amendments into the financial system. 
 
 Maintains County Fixed Assets. 
 
 Accounts Receivable: 

a. Prepare and remit accounts receivable invoices as necessary. 
b. Prepare billings for all County contracts. 

 
 Prepares renewal applications for Texas Association of Counties insurance (liability policies; 

building policy/crime policy; worker's compensation; unemployment).  
 
 Process titles applications for all county vehicles and maintain a current list of all vehicles for 

insurance.  
 



 

 Process all insurance claims for vehicles and buildings. 
 
 Attendance is an essential function of the job. 
 
Note:  The duties listed above are intended only as illustrations of the various types of work that 
may be performed.  The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position and is assigned by the 
supervisor. 
 
MANDATORY QUALIFICATIONS: 
 
EDUCATION and/or EXPERIENCE 
Associate's degree (A. A.) or equivalent from two-year college or technical school; or three (3) to 
five (5) years related experience and/or training; or equivalent combination of education and 
experience. 
 
DESIRED MINIMUM QUALIFICATIONS: 
 
LANGUAGE SKILLS  
Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals.  Ability to write routine reports and correspondence.  
Ability to speak effectively before groups of customers or employees of organization. 
 
MATHEMATICAL SKILLS  
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and 
geometry. 
 
REASONING ABILITY  
Ability to solve practical problems and deal with a variety of concrete variables in situations 
where only limited standardization exists. Ability to interpret a variety of instructions furnished 
in written, oral, diagram, or schedule form. 
 
PHYSICAL DEMANDS 
This is a sedentary position.  The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential duties of this job.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions of this job. 
 
While performing the duties of this job, the employee is frequently required to sit; use hands to 
finger, handle, or feel; and talk or hear.  The employee is occasionally required to stand; walk; 
reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl.  The employee 
must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 
pounds.  Specific vision abilities required by this job include close vision, distance vision, color 
vision, peripheral vision, depth perception, and ability to adjust focus. 
 



 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
  
While performing the duties of this job, the employee is occasionally exposed to moving 
mechanical parts and fumes or airborne particles.  The noise level in the work environment is 
usually moderate. 
 
SELECTION GUIDELINES  
Formal application, rating of education and experience; oral interview and reference check; job 
related tests might be required.  
 
This job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change.  The employee further understands, and accepts, that this 
position falls under the provision of an “At Will” employment, and under no circumstances is 
this a contract for employment.  
 
 
Approval: ________________________________ Approval: ___________________________ 
                (Supervisor or Department Head)         (Commissioners Court) 
 
 
Effective Date:  ____________________________  Revision History:_____________________ 
 
 
Acknowledgement of employee:___________________________________________________ 
                     (Printed Last Name, First Name, MI) 
 
 
Signature of employee:___________________________________________________________ 
 
 


