
Preferred candidates will have an 
accounting degree and/or background. 

============================ 
To apply, follow all directions listed 
below. Failure to follow directions may 
be disqualifying from consideration. 

KAREN KINNEY 

ROCK ISLAND COUNTY CLERK 
 

Job Posting 
 

Posting open: 01/02/2019 Closed: 01/11/2019  Department: County Clerk’s Office   

Job classification: Deputy Clerk III  Grade: 21 Union: AFSCME 2025 A  

Salary: $18.36/ hr + full benefits Hours: 40 hours/wk, full-time  FLSA: Non-exempt  
   

Full job classification description attached. 

Summary: Works proactively under general guidance of the County Clerk, Chief Deputy County Clerk, 

or Office Manager within the County Clerk’s Office. Under close supervision performs specialized 

clerical work relating to all administrative functions (including but not limited to: vital records, 

elections, delinquent taxes, and claims) with in any area of the County Clerk’s Office. Work includes 

office support duties of a general nature, including filing, receiving documents and handling telephone 

inquiries. The employee receives specific assignments, works as instructed (employees with certified 

skills may be assigned as needed across all functional areas of the County Clerk’s Office), and consults 

with the supervisor as needed on all matters not specifically covered in the original instructions. 
 

Additional job details:  

 Tax extension: 

o Oversee tax extension cycle, including data entry, follow 

up with taxing bodies, and resolving any discrepancies. 

o Calculate railroad values in conjunction with IDOR and 

certifying library values for Secretary of State. 

o Assists in the preparation of the annual budget. 

o Processes claims for payment and tracks each vendor and 

line-item spending using New World Systems financial & accounting software. 

o Prepares monthly reports (summaries & spreadsheets). 

o Maintains records of enterprise zone(s), bonds, and certified tax increment financing districts 

(TIFs). 

o Files from taxing bodies copies of tax levies/budgets, reports, and Certifications of Publications. 

 Delinquent taxes: 

o Collects payments, authorizes time extensions, and issues receipts for delinquent property taxes 

(real estate/mobile homes). 

o Enters relevant information and maintains record keeping system on mobile home parks, 

Township Assessors, and mobile home owners, including, but not limited to: new mobile 

homes, certificate of errors, corrections (new owner, square footage changes, mobile home 

year), mobile home status (removal, destroyed, or vacant), and homestead and disabled property 

tax relief. 

o Compiles information regarding tax buyer sale in errors, previous year’s property tax searches, 

special assessments, and plat sign-offs. 

 General office clerical support duties: 

o Sorts, stuffs, and distributes voucher checks for the various County departments. 

o Answers the telephone and transfers calls to the appropriate extensions.  

o Performs vital records requests, assists with election functions, and assists with delinquent tax 

work as needed. 

 Each Rock Island County employee is responsible to engage in periodical activities that include, but 

are not limited to: (a) County-wide risk management/safety training, (b) departmental educational 

training, and/or (c) evaluation/physical improvement of departmental physical assets that prevents, 

reduces, or corrects safety hazards.  
 

Submit cover letter, resume, and completed application to: 

Karen Kinney, Rock Island County Clerk, PO Box #3577, Rock Island, IL 61204-3577. 
 

**Hand-delivered & emailed applications are not accepted. All applications must go to the PO Box.** 
 


















