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Accounting Technician, G12, County Treasurer

N

% Salary $15.15 - $15.93 Hourly Locatlen (1) MO Washington
C i i B : Laredo, TX
a re e rS } = 4 Job Type Full-Time Job Number  FY24-00199
Department Treasurer's Office Opening Date  03/10/2025
Closing Date  Continucus
LRI Bl AT R I S (RET DESCRIPTION BENEFITS QUESTIONS

You may apply online for position vacancles by using our cnline
you are applying using our online job application, you will need |

Take some time to browse the list of
open positions. Click on any of them to .

. . , . Is position Is responsible for accounting tasks and customer service dutlies to support office
review the position’s duties and seach Q] operatons.

Job Summary

requirements - ici Molor Dutes

q . Accounting Technician, G12, County Trei
1110 Washington St. Ste. 202 Laredo, TX + Responsible for releasing checks to vendors, setting up vendors, vaiding and re-1ssuling checks
Full-Time - $15.15 - $15.93 Hourly In the accounts payable division.
Category: Clerical & Data Entry « Responsible for preparing cash reports by attaching the deposit supperting decumentation to

Department: Treasurer's Offlce the accounting system.
« Prepares bank wire transfers approved by the Chief Accountant.

W h e n yO U a re re a d y tO be g | n th e This position Is responsible for accounting tasks and customer s + Prepares deposits through our deposit express device directly to the bank.

nXxD = « Complles documentation to produce the Treasurer's Monthly Report and to complete bank

a p pl |Cat| O n p roces S for a pOS |t| O I’], Cl |Ck reconciliations for Commissioners’ Court meetings and Auditor's review.

»  Monitor and review all outstanding checks from all bank accounts.
. « Provides notice to stale-dated check reciplents as reguired by the local government code.
O n th e g ree n AP P LY b UttO n o Assistant County Attorneyj. 623' Count + Receive and record all unclaimed property under $100 from county departments and monitor
1110 Washington St. Ste.301 Laredo, TX
Full-Time - $79,678.81 - $91,245.71 Annually

Category: Attorney
Department: County Attorney

the status of the proper owner notices.

= Creates Journal listing to reclassify wold stale dated checks to proper governmental fund.

» Checks and reviews vouchers, Involces, and payroll personnel worksheets and completes
payment fransaction processing to ensure accounting procedures.

« Substitute accounts payable personnel when needed.

= Resolves problems regarding payment processing lmitations, allocations, or modifications and

in X0 = prepares necessary documentation.

= In charge of training the receptionist In answering and transferring calls.

» Responsible for training the receptionist in receiving all Incoming paperwork dally such as

This posttion Is responsible for the prosecution of Juvenile crimil

Assistant District Attorneyj. G23, Distric checks, Involces/bills, payroll documents, and any other documents within the office.
APPLY 1110 Victoria Ste. 401 Laredo, TX « Perform any other dutles as assigned by the Treasurer and Chief Deputy County Treasurer.
Full-Time - $81,681.60 - $91,353.60 Annually
Category: Attorney Knowledge, Skills, and Abllities
Department: District Attorney = Must have excellent Communication Skills.
+ Ability to communicate orally and in writing in the English language and orally In the Spanish
Reposted: 11/25/2024 This position Is responsible for the prosec language.
« Must be proficlent In the use of computers and Microsoft software.
in x D = » Must have experience In the use of office equipment.




In order to apply, save your progress,
check the status, and be informed of
any updates to your application, you
will need an account.

If you've applied using
governmentjobs.com before, you may
already have an existing account. Fill in
your username or email and password,
and sign in.

If you do not have a
governmentjobs.com account, click on
the Create an account link to create
one. Then, follow the prompts. You will
need a valid email address and you

must create a username and password.

SIGN IN TO APPLY create an account

All fields are required

Username or Email

Password

%

Forgot Username? | Reset Password

or sign in with



General Information

Fields marked with an asterisk (*) are required

Once logged in, you will see a list of 9
modules including general
information, work experience,

Contact Information

M Education

education, and more. s Additional Name
First * Middle Last *
® References ‘ ‘ ‘ ‘
If you already have an existing Former Last
account, your previously saved @ Asachmens
information will reload. However, you
. - © Questions
may be required to update specific
information throughout certain & Review Address
modules. Country -
Certify =
Address Line 1
Please be as detailed as possible when
completing each module. Address Line 2
City *
State/Province * Zip/Postal Code *




In the Work Experience module, click
Add work experience, and fill in each

field with the appropriate information.

Click the save button at the bottom
when finished.

Your previously saved experience will

reload if you already have an account.

However, you may be required to
update specific information.

Continue adding as much work
experience as you feel is necessary.

® o @ Work Experience

W Work (2 .

I Education (2) Fields marked with an asterisk (*) are required

=*+ Additional Company/Agency Name *

@ References (4)
Country *

Select or type Country name
& Attachments

4p

Address ”
© Questions
Clty *
% Review
Certify State/Province * ZIp/Postal Code *

Y

Select or type State/Province name -

Phone * Website

May we contact this employer? *

|'f_-\'| Yosg |'f_\|

L R No

Position Title * Hours/Week *

Monthly Salary * Employees Supervised *




o

O nfc -
Start Date

m P Moo
Select or type Start Month name - Select or type Start Year

BB Education (2)

a

Remember to be as accurate as
possible when providing information

End Date

Maonth * Year*
SUCh as dateS aﬂd hOUI’S WOI’ked per =+ Additional Select or type End Month name & Select or type End Year s
week.

® References (4) Reason for Leaving *

In the Reason for Leaving section, & Attochmens
briefly describe why you separated
from the respective position you © Guestons
previously held. 2 meven Supervisor

Mame * Title *
In the Duties Summary, provide a & conty

comprehensive list of duties, tasks, and
other responsibilities performed with

the respective position you previously
held.

Dutles Summary *

When finished, be sure to click the
Save button.




In the Education module, click the Add

Education button. List each
educational institution with the
respective details such as the name
and location as shown. If the school
owns a website, you may include its
web address.

Next, list the major/minor studied in
the institution, along with the degree,
units completed, and unit type
(semester units or quarterly units).
Additionally, the Education module
may require you to list the exact
month and year you began and
ended your schooling in that
institution.

To add more schools, click Add
Education to continue in the
Education module, otherwise click the
Save button at the bottom.

® Info

o

W Work (2) ]

M Education (2)

== Additional

@ References (@)

& Attachments

@ Questions

% Review

K Certify

9 Education

Fields marked with an asterisk (*) are required

School Name

Type *

Select a type

4

Name *

Country *

Select or type Country name

4

City *

State/Province *

Select or type State/Province name

4

Website

Major/Minar *

Degree

Select a degree

4

Units Completed *

Unit Type *

Select a unit type

4k

Start Date

Month

Year *

Select or type Start Month name

F
L4

Select or type Start Year

1k




. Q, References

@ Work (2)
The References module allows an ST e verrysp—
applicant to list several connections - psions 2 .
that can recommend their application. B O peors
Click Add Reference at the top of the
page. & Auachments (2) - :::e

0 e | |
For each reference, indicate whether it P
is a professional or personal one using | |
the radio buttons in the top right. e B |
Please provide the full name, working -
title, phone number, and full address | | |
of each reference.
Click the Save button at the bottom, oy

Select or type Country name

and continue to add as many
references as you need, or move on to i""”’““'“' |
the next module by clicking Next. I

Clty

State/Province Zip/Postal Code

| Select or type State/Province name - | ‘ |




Submitting attachments may be
required to apply with Webb County
depending on each position. If
attachments are required, click the
green Upload button in the
Attachments module and select the
file you wish to attach. If you are not a
first-time governmentjobs.com user,
you may be able to use the Recent
Uploads button. Previous attachments
will display in a dropdown list to select
from.

All applicants are welcome to upload
supplemental attachments such as a
cover letter, license, or other
documents relevant to the position
you are applying for. To do this, use
the Add supplemental attachment
button at the bottom of the webpage.

© info ?

il work ?

M Education 9

== Additional ?

& References 9
3

© Questions

& Review

Certify

Attachments

Supported file types: .doc, .docx, .xls, .pdf, 1iff, tif, jpeg, .jpg, wpd, wp, .bmp

Diploma/Degree *

Click Upload or drag and drop a file into this box to start uploading.

4 upload #9) Recent Uploads

Resume *

Click Upload or drag and drop a file into this box to start uploading.

4 upload #9) Recent Uploads

[:] Please emall me a free resume evaluation from a professional at TopResume'

© Add supplemental attachment

* Required attachments must be provided
before submission




In the Questions module, you will be
asked a series or multiple-choice and
open-ended questions in order to
further determine your qualifications.
The questions may vary depending on
the nature of the position. Please be
as detailed as possible where
applicable.

Once completed, click the green
Proceed to Review button shown at
the bottom of the webpage.

Proceed to Review

©

O info

W work 9
M Education 9
= Additional 9
@ References 9
& Attachments 9
(2 Review

Certify

Agency Questions

Fields marked with an asterisk (*) are required

The purpose of the following questions is to obtain additional job related information to evaluate you for the
position you are applying for or to provide us with statistics needed to evaluate our recruitment program as
well as to prepare statistical reports required by Federal, State, and local agencies.

Clear All

*01 Where did you first hear about this opportunity? Clear

() intemet

() Agency website

'i_:} Magazine

'i:) Bulletin

'i:j' Friend

() other
02 If vou are under 18 years of age, can you provide required proof of your eligibility?

Clear

Y Ty
) Yes () 0 [o]

*03 If yes, give date.

Answer




Use the Review module to take a final
look at your application. All the
information you've provided in each
module will be shown.

Carefully review each module and
ensure there are no errors, missing
information, or missing attachments in
your application.

When you are ready, click the green
Proceed to Certify and Submit button
shown at the bottom of the webpage.

Proceed to Certify and Submit

O info

W work

M Education

=== Additional

&® References

& Attachments

© Questions

@ General Information

- Fields marked with an asterisk (*) are required

9 Contact Information

o Name
-
G Address
-
©

Phone
©

Emall

MNotification Preference

Certify

Personal Information

Driver's License

Driver’s License State

Driver’s License Number

Driver's License Class

Edit #

Edit #



If you would like to receive text
message updates regarding your
application(s), click the toggle switch
to ON. Next, fill in your mobile phone
number in the box that appears. This
step is optional, but recommended.

Carefully read the statement that
displays and ensure that you fully
understand the terms of agreement.

When you're ready, click the green
Accept & Submit button shown at the
bottom of the webpage.

® info

il Work

MR Education
«*+ Additional
@ References
& Attachments
@ Questions
& Review

‘ B Certify

o

-

0 0 0 0 0 ©

Certify

Fields marked with an asterisk (*) are required

Are you Interested In recelving text message notiflcations from this
organization?

By selecting "on," you may receive text message for the following.

» Follow-up text messages from potential employers regarding applications you submitted and
additional steps In the application process (including, but not limited to, scheduling interviews or
assessment tests).

» Notification text messages about your applicant status, assessment score, and other progress
notifications.

Please refer to our Terms of Use for more information.

By clicking on the 'Accept’ button, | hereby certify that every statement | have made

in this application Is true and complete to the best of my knowledge. | understand
that any false or Incomplete answer may be grounds for not employlng me or for
dismissing me after | begin work. | understand that | will have to produce
documentation verifying identity and employment eligibility in the U.S. | understand
that | may be required to verify any and all information given on this application. |
understand that this completed application is the property of Webb County and will
not be returned. | understand Webb County may contact prior employers and other
references. | understand that | must notify the Human Resources Department of
any changes in my name, address, or phone number.

m Accept & Submit



Your application process is complete
when the "Application Submitted!”
page loads successfully.

An email will also be sent to the email
address associated with your account
to inform you of your completed
application.

Continue to check your inbox regularly
to be informed of any updates to your
application or to the position itself.

If you have not received an email,
ensure that it has not been misplaced
in the spam or junk folder.

©

Application Submitted!

Successfully submitted on 3/26/2025 at 10:08 AM Central

You can check the status of this application by visiting "Applications” in the main menu bar.



Need more help?

(956) 523 — 4644

1110 Washington Street Ste. 305,
Laredo TX, 78040

www.webbcountytx.gov



