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FINANCE DIRECTOR JOB DESCRIPTIONPRIVATE 

General Statement of Duties

     

Performs technical and professional duties in planning, organizing, and directing the financial activities of the town.

Distinguishing Features of the Class

     
An employee in this class plans and directs the disbursement and accounting of revenues and expenditures for the town.  Work involves supervision of the budget, accounting, revenue collections, purchasing, grant reporting and investments, and oversight of end-products of work by staff involved in utility billing and collections and payroll operations.  The employee attends meetings of the Town Council to present financial reports and information on town financial conditions. The employee must exercise considerable independent judgment and initiative in planning and directing the fiscal control system. Work is performed in accordance with established municipal finance procedures, local ordinances and North Carolina General Statutes governing the responsibilities of local government financial operations. Work is performed under the general supervision of the Town Manager and is evaluated through conferences, reports, and by an independent audit of financial records.


Duties and Responsibilities
Essential Duties and Tasks


Plans, organizes, and directs the operations of the Finance Office, including disbursement and accounting of municipal funds, cash collections, investments, budget preparation and monitoring, purchasing and grants reporting; supervises staff member who assists in financial records maintenance and other support tasks, and assures that payroll, utility billing and various collections are appropriately accounted for.



Prepares monthly, quarterly, and annual financial reports for department heads, Town Manager and Town Council, and as needed for state and federal agencies; prepares budget amendments as necessary.


Develops and installs financial policies and systems.



Prepares financial statements, cost reports and statements of receipts and expenditures at regular intervals for department heads and for the council.



Manages receipt and investment of all town revenues.



Reviews and monitors ongoing administration of budget; monitors revenues and expenditures; monitors posting of billing and collections to the general ledger and makes corrections as needed; works with software vendor to assure appropriate maintenance of financial data.



Prepares budget documents for the manager and department heads, including revenue and expenditure estimates; consolidates information for the manager and explains to the council; reviews budget system and financial conditions and develops methods of improvement.



Assists the auditors during the annual audit of town financial records; follows up on findings to improve financial systems.



Supervises purchasing function and compliance with purchasing requirements for equipment and service bids.



Supervises staff, including training and evaluation; recommends reorganization of duties and responsibilities to assure the maintenance of good accounting controls.
Serves as Acting Manager in the Town Manager’s absence. 



Serves as risk manager for the town, including administering insurance policies, advising on potential sources of loss and recommending revisions of policies to decrease loss exposure. 




Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges, Skills, and Abilities



Thorough knowledge of North Carolina General Statutes and of local ordinances governing municipal financial practices and procedures.



Thorough knowledge of the principles and practices of public finance administration, including principles and practices of municipal accounting.   



Ability to evaluate complex financial systems and formulate and install accounting methods, procedures, forms, and records.



Ability to plan, organize, direct, and evaluate the work of subordinate employees in the specialized field of accounting.



Ability to design and prepare analytical or interpretative financial statements.



Ability to establish and maintain effective working relationships with the public, departmental heads, governmental officials, and other Town employees.



Ability to conduct long-range fiscal planning.



Accuracy and thoroughness in the analysis and preparation of financial records and reports.

Physical Requirements


Must be able to physically perform the life support functions of fingering, talking, and hearing.



Must be able to perform sedentary work exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull, or otherwise move objects.



Must possess the visual acuity to prepare and analyze data and statistics, operate a computer terminal, perform accounting duties, and do extensive reading.


Desirable Education and Experience
     

Graduation from a four year college or university with a degree in accounting or business; completion of advanced courses in financial management;  considerable experience in public finance administration or accounting preferably including some supervisory experience; or an equivalent combination of education and experience.    
Special Requirements



Possession of a valid NC Driver’s License.



Ability to be bonded.
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