
AUDITOR AGENCY
Function & Organization Chart - FY - 2003-2004

MISSION STATEMENT:

The office, through the work of  i ts  employees,  is  committed to
provide development and maintenance of  the County f inancial
system so that all  County functions may be supported by sound
financial practices.  These services shall be delivered with
respect, consideration, and openness to all .

Budget Uni t  #
110
120
275

Total

Budgeted
Positions

106
 42
 79

           227

110 Unfunded    10
120 Unfunded     0
275 Unfunded     2

AUDITOR  2



1 - CHIEF DEPUTY AUDITOR

Acts in the absence
o f
the  departm ent
head.

AUDITOR 2-1

AUDITOR AGENCY
Administer County's Financial Affai rs
Perform County  Audi t   Funct ion
Maintain County Account ing Sy stem
Direct Central Collections/Recorder Service

1 - AUDITOR-CONTROLLER/
CLERK RECORDER (110)

1 - ASSISTANT CONTROLLER 1 - ASSISTANT CONTROLLER

INTERNAL AUDITS

1 - Principal Auditor
8 - Auditor I I

Per form Internal  and
External Audits, inc luding
EDP Controls

2 - DIVISION CHIEF
CLERK RECORDER DEPT.

 #275
 79 Budgeted Positions

CENTRAL COLLECTIONS DEPT.
#120

42 Budgeted Positions
2 - DIVISION CHIEF

GRANTS

1 - Principal Auditor
3 - Auditor I I

1 - Account Clerk I I
1 - Management

Specialist

Admin is ter
Grants
JPA Accounting

BENEFITS/SDI

1 - Senior Supervising Auditor
1 - Supervising Clerk I I

1 - Supervising Clerk I  (one in
#275)

5 - Auditor I I
3 - Accounting Specialist
1 - Payroll Records Clerk

1 - Account Clerk I I

Disability Program
Admin is t ra to r
Process Employee
Benefi t s

BUDGET/TAXES

1 - Principal Auditor
1 - Senior Supervising Auditor

1 - Accounting Technician
1 - Accounting Specialist

4 - Auditor I I

Compute Rates, Adjust Rolls 
and Process Tax
Overpaym en t
Budgetary Developm en t
and Control

PAYROLL

2 - Principal Auditor
1 - Senior Supervising Auditor

7 - Payroll Records Clerk
3 - Auditor I I

Prepare and Issue the
County's Employee
Payroll
Process All Payroll
Deductions
Maintain County Payroll
Records

DISBURSEMENT
SERVICES

2 - Senior Supervising Auditor
1 - Supervising Clerk I

2 - Accounting Technician
6 - Accounting Specialist

2 - Auditor I I
11 - Account Clerk I I

2 - Data Control Typist
1 - Principal Auditor

Process Payments to All
Claimants, Contractors and
Vendors
Data Input
Encumbrances and W arrant
Cont ro l

FINANCIAL REPORTING
SERVICES

1 - Principal Auditor
3 - Senior Supervising Auditor (one

in #275)
1 - Accounting Technician

11 - Auditor I I
1 - Management Specialist

Account For All County Funds
Prepare Annual Financial
Repor t
Cost Accounting and Cash
Flow Analysis

MANAGEMENT SERVICES

1 - Administrat ive/Finance Services Manager
2 - Management Analyst (one in #120)

1 - Executive Secretary
1 - Information Systems Analyst

2 - Information Systems Specialist  (one in 120 &
one in 275)

2 - Administrat ive Specialist
2 - Clerk II

1 - Division Chief

Provide Adminis t ra t ive Suppor t
           Services

Management & Budget Analysis
Develop Agency Budget
Information Systems Func t ions
Personnel Functions



CENTRAL COLLECTIONS
DEPARTMENT #120

MANAGEMENT SERVICES
OFFICE OF THE AUDITOR

CONTROLLER

ADMINISTRATIVE SERVICES

AUDITOR 2-2

Maintain Departmental  Accounts Receiv able
Centralized County Billing and Collection
Enforc e m e n t

1 - ASSISTANT CONTROLLER
(one in #110)

1 - Management Analyst
(one in #110)

1 - Information Systems Specialist

1 - DIVISION CHIEF

COLLECTIONS

2 - Collection Supervisor I I
2 - Financial Hearing Officer

2 - Specialist Clerk
16 - Collect ion Enforcement Deputy I I

Collect ion of Current Accounts
Collect ion Enforcement  o f Del inquent
Accounts
Legal Collect ion Enforcement

ACCOUNTING SECTION

1 - Principal Auditor (in #275)
1 - Senior Supervising Auditor

2 - Accounting Specialist
1 - Accounting Technician

1 - Account Clerk I I
1 - Data Input Clerk

1 - Clerk II

Maintain Financial Records
Support ive Accounting Func t ions
Generate Monthly Statements

COLLECTION SERVICES

Assist clients with various collect ion
accounts
Process collect ion received from
clients

1- Collection Supervisor I I
2 - Account Clerk I I

CLERICAL - SUPPORT
SERVICES

1 - Administrat ive Specialist
3 - Specialist Clerk

1 -  Lead Clerk
2 - Clerk II

Clerical Support
Review Accounts  Receivable
Process Legal Documents



AUDITOR 2-3

COUNTY CLERK/RECORDER
DEPARTMENT #275

Custodian of Records
Collector of Official  Fees
Record documents affect ing t i t le to  or possession of  real
p ro p er t y
Maintain general index to al l  recorded documents
Maintain microf i lm record of  al l  recorded documents
Maintain special County record of  birth,  death, and marriage
cert i f icat es

1- ASSISTANT CONTROLLER
(One in #110)

1- DIVISION CHIEF

1- ASSISTANT COUNTY CLERK RECORDER

ADMINISTRATIVE SUPPORT

Provides Administrat ive, clerical,
technical support and account ing
services to the depar tment .

1 - Information Systems Specialist
1 - Supervising Administrat ive Specialist

1 - Administrat ive Specialist
2- Auditor I I

1 Supervising Clerk I
1 Supervising Clerk I (Step-Up Program)

1 - Account Clerk I I
1 - Specialist Clerk

1 - Clerk II
2 -  Clerk II (Step-Up Program)

INDEX/PUBLIC CONTACT
SERVICES

Examine recorded documents
f o r

qual i ty contr o l
Verify & complete index
info r m a t i on
File subdivisions and other
maps
Direct cus tomers  to
appropriate service uni ts

2 - Clerk Recorder Supervisor I I
20- Clerk Recorder Specialist I I

SCANNING UNIT

Scan recorded documents
Maintain microf i lm  and scanned
image fi les for  publ i c  viewing
and archival  record

1 - Clerk Recorder Supervisor I I
9 - Clerk Recorder Specialist I I

RECORDABLE DOCUMENTS
UNIT

Examine price and record
documents  of  t i t l e  o f
possession of real   proper ty
Custodian of records /col lec tor
o f off i c ia l
fees .
Abs trac t  index informat ion.

1- Clerk Recorder Supervisor I I
14 - Clerk Recorder Specialist I I

COUNTY CLERK/VITAL STATS
UNIT

Birth and Death Certi f i cates
Marriage l icense issuance
Ficti tious business names
Notary and othe r

regis trat ions

1 - Clerk Recorder Supervisor I I
1 - Account Clerk I I

12 - Clerk Recorder Specialist I I


