
 

 
CALDWELL COUNTY 

 
Caldwell County has an opening for First Assistant Auditor in the County Auditor’s Department.  
  
This position supervises 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. 
Works under the general supervision of the County Auditor.  This is an exempt position. 
 
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

1. Supervisory duties. 
2. Year-end: Assists with preparing and entering 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, and reconciling 
general ledgers. 

3. Financial Report: Assist in preparing with the year-end audit in accordance to FASB and 
GASB rules. This requires assisting with preparing the basic financial statements, both 
government-wide financial statements, the notes to the financial statements, required 
supplementary information, other supplementary information and statistical section.  

4. Special Projects: Handle any special projects as they arise. 
5. General Ledger analysis to insure revenues, payables, receivables, purchase orders and 

journal entries are posted and/or reconciled to the correct fund/line. 
6. Payroll analysis to insure a monthly, quarterly, annual reconciliation for audit purposes. 
7. Investments: Reconcile investments between the statements and the County’s books. 
8. 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. 

9. Special Reports and Surveys: Prepare special reports and surveys 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. Computer system analysis and training: Analyze the INCODE / Tyler technology system 
reports for errors and omissions and make necessary corrections. Train new employees on the 
different programs used by the Auditor’s office, including Microsoft Word and Excel and the 
various New INCODE / Tyler technology system modules. 

12. Assist County Auditor with Juvenile Probation by reviewing Accounts Payable, compiling 
quarterly financial reports and attending monthly meeting. 

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

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

15. Attendance is an essential function of the job. 



 
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. 
 
OTHER 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 maintain and auditing statutory county offices. 

 
To Apply:  Send application and resume to: 
 
                       Caldwell County HR Department 
                       110 S. Main St., Room 102 
                       Lockhart, Texas  78644 
 
                       512-398-4108 
                       512-668-4964  fax 
 
Closes when filled. 
 
Caldwell County is a equal opportunity employer. 
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