
POSITION DESCRIPTION
Class Title:
City Finance Director

General Purpose
This is a regular part-time position. The Finance Director performs a variety of routine and complex financial duties including the financial and accounting activities for the City. This includes treasury obligations, financial planning, budgeting and accounting systems and utility billing.  Attends City Council meetings as requested.  Performs other duties and tasks as directed by the City Manager or the Mayor.

Supervision Received
Works under the supervision of the City Manager. 
Supervision Exercised
None 

Essential Duties and Responsibilities— the following list is not meant to be all-inclusive. 

Finance Director: 
1. Maintains appropriate fiscal accounting/financial reporting systems in a manner consistent with established and accepted municipal accounting principles and practices to provide appropriate revenue, expenditure control, and statistical data for management purposes and to meet statutory requirements.  

2. Maintains the central accounting system for the City’s financial transactions as recorded to the general and subsidiary ledgers including payroll, accounts receivable, utility billing, accounts payable and cash receipts.

3. Oversees the City’s Utility Billing functions for the City’s enterprise fund (water, sanitary sewer, and storm water) billings.  Directs the staff in dealing with billing cycles, customer service issues, and billing system.

4. Prepares/reviews end-of-year financial accounting; adjusts entries and schedules for the annual audit; schedules audit work and serves as the staff liaison with the independent auditor in answering questions, providing necessary information, and explaining accounting/financial system; reviews audit results and implements necessary/recommended internal controls and/or other revisions.

5. Develops and maintains appropriate internal control procedures for all financial functions including adequate separation of duties.  Coordinates and implements financial policies and procedures including but not limited to all accounting cycles and related functions, cash management, bonded debt, and grant management. 

6. Serves as the City Treasurer. Prepares/reviews statements and reports related to the City’s financial affairs; provides information to City Council and contracted professionals on financial issues, budgeting process, etc. Oversees the City’s cash flow to meet operational needs and maximize investment revenues; balances all accounts and reconciles cash receipts and checking accounts; maintains city checking accounts; delegates authority, if needed, for receipt, disbursement, banking, protection and custody of funds, securities, and financial instruments.

7. Processes monthly payroll; processes quarterly state and federal and state reports; prepares annual W-2 and 1099 statements.

Budget Officer:  

1. Plans, directs, facilitates, and monitors the budget process in compliance with Oregon Budget Laws. 

2. Prepares budget documents (proposed and adopted) for use by the City Council in preparing annual budgets; provides budget data including revenue and expenditure forecasts; completes and ensures all budget publishing requirements are met; prepares resolutions for tax levy and final budget allocation forms and submit to the County Assessor within the prescribed time frame. 

3. Assists City Council in monitoring expenditures in relationship to the approved City budget.

4. Tracks and provides information necessary to meet or assist contracted professionals in meeting grant application and reporting requirements.

Qualifications—Generally, this position must exercise patience and discretion in communication with the City Council, Mayor, City staff, committees, citizens and other inside and outside the organization and in dealing with conflict situations.  Diplomacy, loyalty and professionalism are essential skills to this position.
Education and Experience:  

A. Graduation from an accredited four year college or university with a degree in accounting, finance or a closely related field; OR

B. 4 years progressively responsible municipal finance work; OR

C. Any equivalent combination of education and experience which demonstrates the knowledge, skills, and abilities necessary to perform the above-described duties.
Necessary Knowledge, Skills and Abilities:  

A. Knowledge of governmental accounting theory, principles and practices; internal control procedures; general ledger, payroll, accounts payable, cash receipting, and accounts receivable functions; management information systems; principles of supervision.

B. Working knowledge of Oregon Budget Law, budgetary, accounting, and reporting systems, GAAFR, GAAP and GASB

C. Skill in operating computers, electronic data processing, and other modern office tools and equipment;

D. Ability to perform detailed work involving numerical data, prepare financial reports, maintain efficient and effective procedures, establish and maintain effective working relationships with employees and City officials, coworkers and the general public, establish priorities and organize own workload, communicate effectively orally and in writing.

E. Knowledge of the principles and practices of public administration and municipal governance.  Knowledge of modern records management techniques, including legal requirements for recording, retention and disclosure.

F. Ability to accurately record, organize and maintain records; ability to establish and maintain effective working relationships with employees, other departments, officials and the public; ability to communicate effectively verbally and in writing.

G. Ability to work professionally with public and political officials and effectively deal with conflict situations. 

Special Requirements:
A.   Valid Driver License or ability to obtain one; 
B.   Ability to obtain notary public certification within six months of hiring.
Tools and Equipment Used
Personal computer, including word processing, spreadsheet and data base software; phone; copy machine; fax machine, scanner.
Physical Demands
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. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is frequently required to sit, stand, and talk or hear, use hands to finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms. The employee is occasionally required to walk.

The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision and the ability to adjust focus. 

Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

Work is performed in a standard office environment.  The noise level in the work environment is usually quiet.  Public interface required.

Selection Guidelines
Formal application, rating of education and experience; oral interview and reference check; job related tests may be required. 
The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.
The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.  
___________________________________ 

__________________
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