
 
 
 

05/12/2026 
 

HELP WANTED: ACCOUNTING CLERK 
 
The Emmet County Road Commission will receive applications for the full-time Accounting Clerk 
position at its Harbor Springs office. Applications will be accepted until the position is filled with 
interviews beginning June 1, 2026. 
 
The job description and application are available on our website, www.emmetcrc.org and at the 
Road Commission office, 2265 E. Hathaway Road, Harbor Springs, MI. Applicants must apply 
using the form provided and include a resume. The current office hours are Monday through 
Thursday from 6:00 a.m. to 4:30 p.m.  
 
The Emmet County Road Commission is an Equal Opportunity Employer.  
 

EMMET COUNTY ROAD COMMISSION  
Frank Zulski, Jr., Chairman  
Wade Williams, Vice Chairman  
Jim Kargol, Member 

 

 
 
 

 

Frank Zulski - Chair  
Wade Williams - Vice Chair 2265 E. Hathaway Road 
Jim Kargol - Member Harbor Springs, MI 49740 
Brent Shank, PE Office: (231) 347-8142 
 Engineer-Manager Fax: (231) 347-5787 
Lisa Kleeman www.emmetcrc.org 
 Finance Director 
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EMMET COUNTY ROAD COMMISSION 

JOB DESCRIPTION 

 

TITLE: Accounting Clerk 
 

GENERAL SUMMMARY: 

Under the general direction of the Finance Director/Office Manager, performs a variety of 

complex tasks relating to Human Resources, Payroll, Accounts Payable, and as required.  

 

ESSENTIAL FUNCTIONS: 

• Prepare necessary employee benefit records at time of hiring. Responsible for 

maintaining confidential personnel files and related employee records. Assures correct 

benefits to employees and retirees. Process health and life insurance forms. Notifies 

insurance carriers of changes in coverage 

• Complete payroll process from data input, double checking employee information for 

accuracy, correct coding, and equipment usage, running necessary reports, and 

preparing checks/electronic payroll deposits with appropriate pay rates and deductions.  

• Maintains accurate, current, and necessary withholding and deduction forms. Computes 

and posts information to employee records including vacation, personal leave, sick 

leave, funeral leave, and jury duty. Prepares documentation for auditors as requested. 

• Prepares employee overtime reports for equalization and seniority listings.  

• Prepares required payroll reporting monthly, quarterly, and annually with regards to 

MERS, MESC, federal and state taxes, W-2’s, workers compensation, and others.  

• Develops and maintains job descriptions, advertisements, and interview questions for all 

positions.  

• Arranges for required employee training and maintains proper file documentation. 

• Attends necessary trainings and conferences regarding payroll and human resources.  

• Assists Equipment Superintendent in maintaining a safety program which requires 

necessary meetings, records, trainings, and other related duties. 

• Process accident and incident damages forms with insurance pools MCRCSIP and 

CRASIF.  

• Posts Accounts Payable invoices and processes checks. 

• Provides back-up coverage for other office staff members.  

• Other accounting tasks as assigned. 

• Serves as primary back-up to Administrative Assistant position with regards to phone 

answering, processing daily mail, and assisting customers at the front window. 

 

The duties stated here are intended to describe the general nature and level or work being 

performed by an employee assigned to this classification. They are not to be construed as an 
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exhaustive list of all duties and responsibilities which might be assigned to personnel, so 

classified 

 

QUALIFICATIONS: 

Minimum Qualifications: 

• Associate or bachelor’s degree in Accounting, Business Administration, or related field is 

required. Three to five years of responsible office experience, preferably with emphasis 

on payroll or human resources. 

 

Desirable Qualifications: 

• A high level of confidentiality in handling employee information and sensitive situations 

is required.  

• Computer skills necessary to effectively utilize word processing, agency software, 

databases, spreadsheets, scanning and imaging, e-mail, internet, and meeting 

scheduling required.  

• Ability to deal effectively and courteously with employees and the public in person and 

in writing.  

• Ability to maintain adequate files and documentation as required.  

 

Other combinations of education and experience which could provide the necessary 

knowledge, skills and abilities to perform the job may be considered. 

 

PHYSICAL REQUIREMENTS: 

The ability to perform minor manual tasks for periods of time and the ability to communicate 

effectively, verbally and in writing are required.  All employees in this position will be required 

to work independently (unassisted) to do any or all of the duties described.  The physical 

demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Candidates whose abilities make them 

unable to meet these requirements will still be considered fully qualified if they can perform 

essential functions of the job with reasonable accommodation. 

 

Physical Mobility - Ability   to   walk   extended   distances   and   climb   stairs   or   ramps    

to   access Commission and other work-related locations and facilities. 

Vision and Sight - Ability to read instructions, directions, and similar written information in 

letters, memoranda, forms and other documents. 

Hearing/Speaking- Ability to converse orally with standard telephones and radios to receive 

and communicate information to employees and the public. 
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Agility/Movement- Ability to lift, push, pull, and manipulate tools, equipment, supplies, and 

other objects often weighing upwards to 40 pounds. 

 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of the job. 

 

While performing the duties of this job, the employee regularly works at a desk  

 

EMPLOYMENT STATUS: 

It is the policy of the Commission that all employees in this job classification are employed at 

the will of the Commission and may resign or be dismissed with or without cause or notice at 

any time during employment.  

 

The job description does not constitute an employment agreement or contract between the 

employer and the employee.  The employer has the right to revise this job description at any 

time. 

 

 

 



DATE:   _____________________________________ TIME:   ___________________________________

NAME:   _____________________________   _______________________   _______________________

EMAIL:   ____________________________________________________________________

SOCIAL SECURITY #:   ___________________________________ PHONE #:   _____________________

CURRENT ADDRESS:   ___________________________________ LENGTH OF TIME AT THIS ADDRESS:

               ___________________________________ _______________________________

PREVIOUS ADDRESS:   __________________________________ LENGTH OF TIME AT THIS ADDRESS:

               ___________________________________ _______________________________

JOB(S) APPLIED FOR:

1. ________________________________________   RATE OF PAY EXPECTED:   $___________ / ________

2. ________________________________________   RATE OF PAY EXPECTED:   $___________ / ________

DO YOU WANT TO WORK…           FULL TIME PART TIME

HAVE YOU EVER APPLIED FOR WORK WITH US BEFORE?: NO YES:

   ____________________________________________________________________________________

   ____________________________________________________________________________________

   ____________________________________________________________________________________

   ____________________________________________________________________________________

1

APPLICATION FOR EMPLOYMENT (NON-CDL)

CAREFUL AND THOUGHTFUL COMPLETION OF THIS APPLICATION IS AN IMPORTANT STEP IN OUR 

CONSIDERATION OF INDIVIDUALS FOR EMPLOYMENT. PLEASE COMPLETE THE ENTIRE APPLICATION. PLEASE 

PRINT IN INK. ASK FOR AN EXTRA PIECE OF PAPER IF YOU NEED TO CLRAIFY ANY RESPONSES. YOUR 

APPLICATION MUST ALSO SPECIFY THE POSITION FOR WHICH YOU ARE APPLYING. STATING THAT YOU WILL 

DO ANYTHING IS INDEFINITE AND MAY RESULT IN YOUR APPLICAICATION NOT BEING ACCEPTED BY THE 

EMPLOYER. YOUR APPLICATION WILL BE CONSIDERED FOR SIXTY (60) DAYS.

                                               LAST                                                          FIRST                                               MIDDLE

DO YOU HAVE ANY SKILLS, QUALIFICATIONS OR EXPERIENCES WHICH YOU FEEL WOULD ESPECIALLY FIT YOU 

FOR WORK WITH US?



U.S. ARMED FORCES SERVICE?     NO           YES            BRANCH:  __________________________________

DUTIES:   _____________________________________________________________________________

RANK OR RATING AT TIME OF ENLISTMENT:   ________________________________________________

RANK OR RATING AT TIME OF DISCHARGE:   _________________________________________________

WERE YOU HONORABLY DISCHARED?: YES NO

IF NOT, PLEASE EXPLAIN:   _________________________________________________________________

   ____________________________________________________________________________________

ARE YOU ABLE TO DO THE JOB FOR WHICH YOU ARE APPLYING?             YES                   NO

IF NOT, PLEASE EXPLAIN:   ______________________________________________________________

   ____________________________________________________________________________________

   ____________________________________________________________________________________

ARE YOU 18 YEARS OF AGE OR OLDER? YES NO

HAVE YOU EVER BEEN CONVICTED OF A CRIME? YES NO

IF YES, EXPLAIN WHEN, WHERE, AND THE NATURE OF THE OFFENSE:  

   ____________________________________________________________________________________

   ____________________________________________________________________________________

   ____________________________________________________________________________________

ARE YOU AUTHORIZED TO WORK IN THE UNITED STATES? YES NO

IF HIRED, WHEN CAN YOU START?   ______________________________________________________

2

(AN OTHER THAN HONORABLE DISCHARGE WILL NOT BE AN AUTOMATIC BAR TO EMPLOYMENT.)

(CONVICTION OF A CRIME WILL NOT BE AN AUTOMATIC BAR TO EMPLOYMENT)

_____________________________________________________________________________________



GRAMMAR SCHOOL

HIGH SCHOOL

COLLEGE

OTHER
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EDUCATION

__________________________________________   ___________________________________________
NAME OF SCHOOL HIGHEST GRADE COMPLETED OR DEGREE OBTAINED

__________________________________________   ___________________________________________
CITY/STATE COURSE OF STUDY

__________________________________________   ___________________________________________
CITY/STATE COURSE OF STUDY

__________________________________________   ___________________________________________
NAME OF SCHOOL HIGHEST GRADE COMPLETED OR DEGREE OBTAINED

__________________________________________   ___________________________________________
NAME OF SCHOOL HIGHEST GRADE COMPLETED OR DEGREE OBTAINED

__________________________________________   ___________________________________________
CITY/STATE COURSE OF STUDY

__________________________________________   ___________________________________________
NAME OF SCHOOL HIGHEST GRADE COMPLETED OR DEGREE OBTAINED

__________________________________________   ___________________________________________
CITY/STATE COURSE OF STUDY



EMPLOYER INFO:

DATES OF EMPLOYMENT:        FROM   ________________________      TO   ________________________

REASON FOR LEAVING:   __________________________________________________________________

TYPE OF WORK DONE:   ___________________________________________________________________

SUPERVISOR'S NAME:   ___________________________________________________________________  

STARTING PAY:   _____________   FINAL PAY:   _____________

DATES OF EMPLOYMENT:        FROM   ________________________      TO   ________________________

REASON FOR LEAVING:   __________________________________________________________________

TYPE OF WORK DONE:   ___________________________________________________________________

SUPERVISOR'S NAME:   ___________________________________________________________________  

STARTING PAY:   _____________   FINAL PAY:   _____________

DATES OF EMPLOYMENT:        FROM   ________________________      TO   ________________________

REASON FOR LEAVING:   __________________________________________________________________

TYPE OF WORK DONE:   ___________________________________________________________________

SUPERVISOR'S NAME:   ___________________________________________________________________  

STARTING PAY:   _____________   FINAL PAY:   _____________
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ADDRESS

_____________________________________________________________________________________

PRIOR WORK EXPERIENCE

____________________________________________________________________________________
NAME OF COMPANY/BUSINESS PHONE #

ADDRESS

_____________________________________________________________________________________

__________________________________________ __________________________________________

_____________________________________________________________________________________

__________________________________________ __________________________________________
NAME OF COMPANY/BUSINESS PHONE #

_____________________________________________________________________________________

_____________________________________________________________________________________

NAME OF COMPANY/BUSINESS PHONE #

_____________________________________________________________________________________
ADDRESS



DATES OF EMPLOYMENT:        FROM   ________________________      TO   ________________________

REASON FOR LEAVING:   __________________________________________________________________

TYPE OF WORK DONE:   ___________________________________________________________________

SUPERVISOR'S NAME:   ___________________________________________________________________  

STARTING PAY:   _____________   FINAL PAY:   _____________
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__________________________________________ __________________________________________
NAME OF COMPANY/BUSINESS PHONE #

BUSINESS REFERENCES

____________________________________________________________________________________
PHONE #NAME

_____________________________________________________________________________________

_____________________________________________________________________________________
ADDRESS

_____________________________________________________________________________________

_____________________________________________________________________________________
ADDRESS

_____________________________________________________________________________________
OCCUPATION

__________________________________________ __________________________________________

ADDRESS

_____________________________________________________________________________________
OCCUPATION

__________________________________________ __________________________________________
NAME PHONE #

_____________________________________________________________________________________
OCCUPATION

__________________________________________ __________________________________________
NAME PHONE #

_____________________________________________________________________________________
ADDRESS

NAME PHONE #

_____________________________________________________________________________________
ADDRESS

_____________________________________________________________________________________
OCCUPATION






