
CITY OF NORTH BEND, OREGON


JOB DESCRIPTION


FINANCE DIRECTOR

GENERAL STATEMENT OF DUTIES:

The Finance Director plans, organizes, and directs the activities of the City’s Finance Department in such areas as financial reporting, accounts payable, accounts receivable, fixed assets, and payroll.

SUPERVISION RECEIVED:

Works under the supervision of the City Administrator.

SUPERVISION EXERCISED:

Exercises supervision over all Finance Department staff.

TYPICAL EXAMPLES OF WORK:

· Directs the planning, organizing and maintenance of the central computerized accounting systems in a manner consistent with established accounting principles and practices.

· Supervises finance staff including assigning and reviewing work, evaluating performance, handling employee grievances or complaints; taking necessary disciplinary action and make hiring and termination decisions.

· Reviews and recommends insurance programs for worker’s compensation and employee benefits.

· Prepares/reviews statements and reports on City financial affairs in such areas as revenue expenditures, assets, and liabilities and provides these reports to City Administrator as requested.

· Manages City’s cash flow to meet operational and debt service requirements; directs the investment of City funds in accordance with City policies and state statutes.

· Oversees details of City-wide budget preparation, including issuing budget forms, time lines and budget calendar for budget meetings; develops financial projections and costs to be used in budgeting process; attends budget committee meetings to answer questions and/or present budgets.

· Establishes the fiscal procedures and an internal control system for handling of revenues and expenditures, safeguarding city assets.

· In the absence of the City Recorder, serves as the Deputy Recorder for such matters.

QUALIFICATIONS AND STANDARDS:
Knowledge
A thorough knowledge of the following is required:

· General laws and administrative policies governing municipal financial practices and procedures

· Generally accepted accounting procedures and their application in a governmental accounting setting

· Budgeting practices and procedures and Oregon Budget Law

· Modern office practices

· Contract administration and related areas

· Insurance programs, including risk management

Skills and Ability

The following skills and abilities are required:

· Formulate and install standard accounting methods, procedures, forms and records

· Evaluate work performed by subordinates

· Prepare informative financial reports

· Plan, organize and direct the work of subordinate employees in their specific areas of accounting

· Perform fiscal planning and consult with the City Administrator on the formulation of fiscal policy

· Communicate and work effectively with other employees, officials, committees, and the public

· Comprehend and interpret laws and regulations

· Computer skills, including the use of accounting, spreadsheet, and word processing software

Experience and Training
Five years experience in public financial administration including experience in local government.  Two years of experience should be in a supervisory capacity.  Graduation from a four-year college or university with major course work in accounting, business, economics, public administration, or a related field.  Any equivalent satisfactory combination of experience and training which ensures the ability to perform the work may substitute for the above.

Physical Abilities

Ability to sit for long periods of time, work extended hours, be able to see to do prolonged work on numerical reports both on a computer monitor and on paper, see and hear so as to communicate with groups and access and assess information.

The physical demands of this position 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.

Environmental
Conditions that include:  fluorescent-lit office situation, in an area of customer traffic; stress of deadlines and precise work procedures.

Equipment

Operation of office equipment, e.g. computer, electronic calculator, copy machine, telephone, fax machine, etc.

CLASSIFICATION:
The classification of this position is grade 17.
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