1)  Example of Large ad

The (insert HD name) Health Department is accepting applications for a (FT/PT) Accountant.
General Duties include:  This position serves under the limited direction of the Director or Finance Administrator.  Responsibilities for this position include, but are not limited to; Perform accounting work involved in the administration and preparation of the budget, develop policies and methods of operation for fiscal control.  Give technical advice to the Director as to the availability and balance of funds and accounting matters.  Supervise the keeping of administrative accounts and records, review financial statements.  Process and maintain a record of purchases of supplies, equipment and services for the department.  Initiate, approve or reconcile transactions with depository banks.  Supervise the billing and collection of monies received from health services rendered.  Write checks necessary for the disbursement of funds.  May supervise accounting and clerical personnel.

Minimum Education, Training or Experience:  Bachelor degree in Accounting, Business Administration or Public Administration.  
Substitution for Education, Training or Experience:  Seven (7) years of an equivalent combination of education and experience which provides the required skills, knowledge and abilities may substitute for the education requirement.
Starting Salary:  $11.40 - $14.18/hr negotiable with additional experience.  Grade 14
Applications may be obtained at the (insert HD name) Health Department, (insert HD address and phone) or http://chfs.ky.gov/dph/lhdapp.htm  

Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 

Equal Opportunity Employer
Applicants and employees in this classification may be required to submit to a drug screening test and background check.

2)  Example of smaller ad to reference website

The (insert HD name) Health Department is accepting applications for a (FT/PT) Accountant.
Starting Salary:  $11.40 - $14.18/hr negotiable with additional experience.  Grade 14
Applications and full listing of qualifications may be obtained at the (insert HD name) County Health Department, (insert HD address and phone) OR online at http://chfs.ky.gov/dph/LHD.htm  
Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 
Equal Opportunity Employer

Applicants and employees in this classification may be required to submit to a drug screening test and background check.

