
Office Technician- Effective 12-26-22 
 

Closes On: December 31, 2022 at 09:45 AM CST 
 

Job Status: Not Specified 

Shift: 7:30 AM - 4:30 PM 

Days Worked: Mon., Tue., Wed., Thu., Fri. 

Rate of Pay: $15.83 - $23.86 

Details: Position Effective 12-26-2022; Open Until Filled 
 

Salary Information 

Salary Range:  $15.83/Hr at Step 1 to $23.86/Hr at Step 20. 

 

Job Duties 

Under the direction of the Finance Coordinator, provide office and phone reception for office, clerical and administrative 

duties in support of County Administrator, Human Resources and County Commissioners.  Process incoming and outgoing 

mail for Saline County, City of Salina, and District Court to include pickup and delivery of daily at the post office and delivering 

parcels to drop boxes for UPS and FedEx.  Prepare and receive postage statements and deposits.   Perform scanning and 

filing tasks for accounts payable and other department files to include archiving County Commission records for cross-

refencing of actions and minutes.  Maintain a central calendar and coordinates appointments for each 

Commissioner.  Update department websites and intranet as needed.  Provide knowledge and assistance programming 

telephones. Maintain Fleet insurance records and perform annual audits of insurance and driver’s licenses. Assist with 

employee communications and announcements. Act as board manager for eScribe software.  Prepare and enter bills for 

payment for accounts payable including Commissioner’s expense vouchers.   May schedule appointments for other staff 

and respond to routine questions for employees.  Serve as backup to the Finance Coordinator, Payroll/Benefits Coordinator, 

and other staff in their absence.  Perform general clerical duties for the Saline County/City Building Authority to include 

drafting letters, memos, emails, and other correspondence.  Prepare Building Authority Board meeting notices for mailings 

and distribution.  Perform as Secretary of Records of minutes for Building Authority Board meetings. Prepare and enters 

Building Authority bills for payment for accounts payable and maintain Building Authority policies and procedures.  

 

Minimum Qualifications 

1.  Must have a High School diploma or the equivalent. 

2. Must have a valid Kansas Driver License and be able to provide own suitable transportation. 

3. Must have proven organizational skills and a strong knowledge and experience in office practices. 

4. Must be flexible and be able to adapt to different tasks. 

5. Knowledge of computer operations and good data entry to proficiently operate various Microsoft 

Office products including Word, Excel, and Outlook. An ability to create, maintain and update 

website content. 

6. Must have excellent verbal communication skills to interact with co-workers and the public in a positive and congenial 

manner. 
 

 



Physical Requirements 

Determined Work Level: Level 3 Medium Work Exerting 20 to 50 pounds of force occasionally, and/or 

up to 10 to 25 pounds of force frequently, and/or greater than negligible up to 10 pounds of force 

constantly. Ability to hear. Ability to communicate ideas by means of the spoken word. Ability to give 

directions and interact with the public in a congenial manner. Must have fine and gross manual dexterity 

to operate computer and telephone. 

 
 

Veteran's Preference 

Former military personnel or their spouse that have been verified as a veteran under K.S.A. 73-201 will receive an 

interview if they meet the minimum qualifications of the position and successfully pass any required pre-

employment testing or any requirements such as licensing. The veterans' preference laws do not guarantee the 

veteran a job. Positions are filled with the best qualified candidate as determined by the hiring officials. To be 

successful, the expectation is that a candidate will be able to competently perform the routine tasks of the position 

with limited supervision by the end of the probationary period of covered positions. 

Veteran's Preference Notice 

Veteran's Preference Eligibility Request Form 

 

https://www.saline.org/Portals/0/Content/Human%20Resources/Documents/VP%20docs/VPE%20Notice.pdf?ver=2017-06-13-153918-000
https://www.saline.org/Portals/0/Content/Human%20Resources/Documents/VP%20docs/VPE%20Request%20Form.pdf?ver=2017-06-13-153928-000

