
 
 HERNANDO COUNTY PROPERTY APPRAISER 

 JOB POSTING   
 

 
JOB TITLE:       Finance Officer/HR 

 
PAY GRADE:       325    

 
DEPARTMENT: Administration 

 
SALARY RANGE:  $59,850-$93,370 

 
REPORTS TO:   Property Appraiser 

 
POSITION TYPE:   Exempt 

 
GENERAL DESCRIPTION: 
 
Responsible for developing, analyzing, compiling and recording all financial transactions, budget and payroll processing. 
This position is also part of the HR Advisory Team responsible for planning and directing programs including human 
resources administration, recruitment and selection, salary/compensation in accordance with the budget, resource training 
and development, records/compliance and staff benefits. Ensure compliance with State & Federal Laws as they relate to 
Human Resources Management. 
 
ESSENTIAL JOB FUNCTIONS: 

 Reconcile/validate cash recaps, prepare bank deposits, post receivables and reconcile bank accounts. 
 Responsible for monthly, year-end and new fiscal year processes. 
 Prepare, record & process Accounts Payable vouchers and cash disbursements. Prepare and post all journal entries. Process 

and analyze monthly accounting reports. 
 Maintain & track leave; prepare payroll documentation and process monthly payroll and various reports required during the 

year including 941 Quarterly Tax returns, W-2’s and 1099’s. 
 Analyze & prepare annual budget after meeting with Chief Deputies and Property Appraiser to ascertain annual budget request 

and determining the needs for the Property Appraiser’s office 
 Work directly with outside audit firm for fiscal year-end audit 
 Prepare quarterly/monthly billings for funding 
 Review and authorize all purchases to ascertain availability & proper allocation of funds. Order supplies for the office. 
 Prepare required forms for Workers’ Compensation  
 Develop and maintain procedures for accounting, payroll and HR processing, maintain Deputy Policy Manual 
 Member of the Human Resources Advisory Team: Develop and maintain job descriptions; monitor benefit plans; open 

enrollment; posting open positions; post hiring processes; new Deputy Orientations; Maintain and update Evaluation process. 
  
 

 
JOB STANDARDS: 

Education:    Degree in Accounting or related experience (at least 10 years in accounting or  
                                                         Finance Office. 
    
Experience:   Ten years (or more) professional experience in governmental computerized fund 
    Accounting. Two (or more) years’ experience in Human Resource Management/ 
     Administration or progressive technical experience or an equivalent combination of 
                                                         training and experience.                                                    
                                                          

EQUIPMENT USED: 
Personal computer, printer, calculator, facsimile machine, copier, image system, telephone, cash register and other office equipment 
 
CRITICAL SKILLS/EXPERTISE:  

 Ability to work independently, be self-motivated and task oriented 
 Must be able to establish & maintain effective working relationships with other Deputies, county departments, governmental 

Agencies and businesses. 
 Ability to analyze facts & exercise judgment, arriving at valid conclusions. 
 Knowledge of governmental payroll & fund accounting principles and practices, governmental budget preparation and General 

Accepted Accounting Principles (GAAP). 
 Ability to use software programs related to job functions accurately and effectively 

 
ESSENTIAL PHYSICAL SKILLS: Constantly operates a computer and other office equipment; frequently be able to remain in a  
                                                          stationary position. Constantly uses speech, vision and hearing skills to perform duties. Ability to  
                                                          access file cabinets for filing and retrieval of data. 
 
ENVIRONMENTAL CONDITIONS: Office environment working closely with others, with some occasional off-site training 

Reasonable accommodations will be made for otherwise qualified individuals with a disability 
 

Applications may be picked up at the Property Appraiser’s Office or available on our website 
(www.hernandocounty.us/pa). Submit the completed application to John Emerson, Property Appraiser at 201 Howell 
Ave., Suite 300, Brooksville, FL 34601-2042.  Applications will be accepted until position is filled. 
 

 THE PROPERTY APPRAISER IS AN EQUAL OPPORTUNITY EMPLOYER 


