SHELBY COUNTY
EMPLOYMENT OPPORTUNITY
Job Title:	Assistant County Auditor  
Department:	County Auditor
Annual Salary:	$40K - $50K 
Application Period:  April 13, 2026 through April 24, 2026
Job Summary and Principal Duties: Full-time. Primary duties include bi-weekly processing of payroll and all associated functions. This includes payroll functions: timesheet input, tax reconciliations, check processing, direct deposits, submittal of bi-weekly tax information, filing on quarterly 941 reports and year end W-2 processing. Associated duties include quarterly filing of unemployment calculations and new hire processing and reporting, and other auditing duties as assigned by County Auditor.
Applicants must meet the following qualifications:
1. Minimum of 2 years’ experience in accounting or auditing field.
2. Knowledge of computerized financial accounting and payroll systems.
3. Must be proficient in Microsoft Word, Excel and Outlook. Excel worksheet proficiency is required. 
4. Exhibit professional oral and written communications skills.
5. Must pass Criminal Background Check.
6. Must have a valid Texas Driver’s License.
Shelby County Employment Benefits for full-time employees:
1. County paid health insurance for employees. 
2. Retirement program through the Texas Association of Counties.
3. 13 County paid holidays.
4. Sick leave and vacation accruals.
Submit resume by mail: (include contact information and references)
Shelby County Auditor Attn: Teresa Hughes
200 San Augustine St. Box 11
Center, Tx 75935
Email to:  Teresa.Hughes@co.shelby.tx.us                                                                                     
Submit resume in person: (include contact information and references)
Shelby County Courthouse - Security Officer (front door)
200 San Augustine St.
Center, Tx. 75935
Shelby County is an equal opportunity employer. The county will not discriminate on the basis of race, color, religion, national origin, sex, age, genetic information, pregnancy, veterans’ status, disability or any other condition protected by law.
