FINANCE DIRECTOR

PAYROLL STATUS: Full-Time, Exempt

PURPOSE: Department Director is a high-level management position. Incumbents are responsible for
accounting for and directing a City department including its personnel, budget, and resources.
Responsibilities include making recommendations to the City Council and City Manager; developing and
implementing policy initiatives; setting the tone, climate, vision, and strategic plan for the department;
and ensuring compliance with state, federal and local laws, rules, and ordinances, as well as City policies
and procedures.

Under the general direction of the City Manager, department directors are responsible for the overall
management and supervision of department operations and development of the department budget,
priorities, and work schedules; planning and directing long range and daily operations; establishing and
conducting liaison with community groups, boards and commissions; making professional
recommendations to City Council; and providing the highest level of analysis and recommendation.

SUPERVISION RECEIVED: Works under the direct supervision of City Manager, however position
requires a large degree of individual initiative, judgment, and responsibility.

SUPERVISION EXERCISED: Directs and supervises the personnel within the Finance Department.

DUTIES AND RESPONSIBILITIES:
This list is an example of the tasks the employee may be expected to perform. It is not intended to be all
inclusive.

Department specific:

e Prepares a budget document that details all City expenditures and revenues in accordance with
generally accepted governmental accounting practices. In conjunction with City Manager,
presents final budget document to budget committee and City Council for approval.

e Directs the maintenance of the City’s fiscal accounting system in a manner consistent with
established and accepted municipal accounting principles and practices and City finance policies,
and in sufficient detail to produce adequate revenue, expenditure, and statistical data for
management purposes and to meet statutory requirements.

e Monitors departmental expenditures for the purpose of advising departments and City Manager
of budget status, and insuring conformance with budget provisions and maximum expenditure
amounts.

e Maintains City’s investment portfolio, makes investments of idle funds, reconciles all bank
statements and accounting records monthly, and prepares information necessary for periodic
audits.



Ensures annual financial audit is conducted; assists and confers with independent auditor(s) as
necessary.

Oversees the preparation of City’s payroll, accounts payable, and accounts receivable functions,
including preparation and processing, monthly reports, and associated deposits.

Oversees utility billing and all fee collections to ensure compliance with adopted City policies
and procedures.

Prepares necessary documents for approval, advertisement, printing, and sale of warrants to
finance the construction, and bonds to provide long-term financing of public improvements for
the City; signs and delivers bonds when sold and receives monies; provides the necessary
documents for the acceptance of the bonds.

Provides for preservation, retention, and destruction of city finance records in accordance with
state and federal laws and City policy.

Disseminates financial notices and information to departments, financial institutions, and state,
federal, and private agencies as required.

General duties:

Develops and directs the implementation of policy and operational goals through department
divisions and programs in response to service demands, and consistent with performance
standards.

Supervises department staff including coordinating and directing work flow, making work
assignments, assessing needs for and ensuring implementation of adequate staff training and
development, making disciplinary decisions and taking appropriate disciplinary action; makes
recommendations to the City Manager on hiring, firing, promotion and demotion of staff;
evaluates work performance and progress of division managers and personnel; responds to
grievances; initiates and oversees internal investigations of citizen complaints and allegations of
employee misconduct.

Directs the preparation and implementation of the department’s annual operating and capital
budget consistent with program goals and objectives; responds to requests from City Manager
and Budget Committee members and other departments regarding the department budget
request, and in the preparation of annual comprehensive financial statements.

Ensures compliance with all state, federal, and local laws, department rules, and City policies
and procedures; monitors and enforces safety rules established for assigned work areas.
Establishes annual department goals including ongoing confirmation and/or recommended
updates to strategic direction and provides periodic reports of the status of progress towards
goals.

Sets and attains professional development goals; maintains proficiency in area of responsibility;
stays current on area of expertise; always demonstrates unquestionable integrity, serving as a
role model for appropriate public service ethics and effective leadership.

Prepares and presents written and oral reports to the City Manager, City Council, boards,
commissions, other government agencies, and community groups including the presentation of
findings related to executive and elected officials’ requests for research and information; advise
the City Manager and City Council on department-specific issues.

Serves as a member of the City’s executive leadership team; participates in recurring and special
meetings and workshops including internal staff meetings, City Council meetings, Council



workshops and study sessions, commission and committee meetings, and department staff
meetings. Coordinates activities of the department with other departments, other public
agencies, and various community groups.

e Represents the City at community and/or inter-agency meetings and functions, as appropriate;
establish and maintain effective relationships with peers in other agencies and organizations,
city departments, citizens, the business community, special interest groups, and the general
public.

e Recommends programs and techniques to improve the effectiveness of the City and its services.

e Provides assistance to the City Manager, as directed and needed.

e Contributes to an overall productive and respectful work environment by providing excellent
customer service and working in a positive, collegial manner at all times.

e Demonstrates regular, reliable, and punctual attendance during City Hall hours.

e Ability to accept direction and constructive criticism from City Manager and City Council.

e Follow all safety rules and procedures for work areas.

e Perform other responsibilities and other duties as assigned.

JOB QUALIFICATION REQUIREMENTS (KNOWLEDGE, SKILLS & ABILITIES):
KNOWLEDGE: Knowledge of modern principles and techniques of governmental and municipal
accounting and finance laws and rules, administration, organizational management, supervision,
budget, and policy,

SKILLS: Skills necessary to effectively perform the duties and responsibilities of the position, including
excellent communication and negotiation skills; management and supervision; writing and public
presentation skills; computer skills sufficient to proficiently use word processing, spreadsheet and
database applications.

ABILITIES: Ability to effectively apply management techniques, supervise personnel, and ensure that
the department adheres to state and federal laws, department rules, City codes and policies. Ability
to read, comprehend, interpret, and apply laws and regulations. Ability to establish and maintain
effective working relationships with other public officials, employees, vendors, the general public,
and other individuals with which the incumbent comes in contact during the course and scope of
employment. Ability to exercise independent judgement, problem-solving, and taking the initiative
within established procedures and guidelines.

MINIMUM REQUIRED:

A typical way to gain such knowledge and abilities would be a minimum of a Bachelor’s degree in
finance, accounting, business management, or a related field and a minimum of five years of
progressively responsible government finance experience, including at least 3 years at a management
level with budget and supervisory responsibilities.*

PREFERRED/SPECIAL QUALIFICATIONS:
A Master’s degree in business administration, public administration, management, finance, or related
field; Certified Public Accountant; and Oregon municipal finance experience is desirable.*




*Any equivalent combination of education and experience likely to provide the required knowledge and
abilities would be qualifying.

PHYSICAL DEMAND:

The physical and mental demands described here are representative of those that must be met by
employees to successfully perform the essential functions of this classification. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

(1) Mobility: frequent sitting for long periods of time; occasional bending or squatting. (2) Lifting:
frequently up to 10 pounds; occasionally up to 25 pounds. (3) Vision: constant use of overall vision;
frequent reading and close-up work; occasional color and depth vision. (4) Dexterity: frequent use of
keyboard; frequent repetitive motion; frequent writing; frequent grasping, holding, and reaching. (5)
Hearing/Talking: frequent hearing and talking, in person and on the phone. (6) Emotional/Psychological:
frequent decision-making and concentration; frequent public and/or coworker contact; occasional
working alone.

WORK ENVIRONMENT:
Work is performed within a climate-controlled office environment. Infrequent travel to outside locations
being subject to weather and/or driving conditions.




