City of Senoia


Class Specifications


Job Title:  Finance Manager
Job Summary:  This position serves as the City’s Financial Officer.        
Major Duties:

· Develops and submits the annual City budget to City Manager; provides continuous oversight to the approved budget;
· Oversees daily financial operations of the City; 

· Manages City banking, investments and reserve accounts; 
· Directs the methods and procedures for all financial accounts;

· Provides direction and assistance to department staff and departments in the preparation, design and presentation of the City’s annual budget document, financial audit reports, implementation of auditor recommendations and development of City financial policies and procedures;

· Develops and administers financial and Manager policies and procedures;
· Develops comprehensive short- and long-range financial and Manager plans;
· Develops financial documents, tables and charts for various reports; oversees annual financial audit;
· Oversees the City’s accounts receivable and payable, reconciles bank statements, approves the Chart of Accounts;

· Serves as Pension Committee Chairperson;  provides management and oversight of the City’s retirement plan;

· Prepares and files City financial documents and reports with State and Federal agencies as required by law;
· Oversees City human resources programs; recommends and implements strategies for compensation, benefits and payroll processing; communicates City policies and procedures to staff and the general public; oversees studies impacting City salaries and benefits;
· Performs other duties as assigned by City Manager.

Knowledge Required by the Position:

· Advanced knowledge of public accounting, fixed assets accounting, finance, budgeting and auditing principles, procedures and techniques;
· Advanced knowledge of principles and practices of public financial administration, including budget preparation and administration;
· Knowledge of State and local statutes, ethics and generally accepted practices governing municipal financial operations;
· Advanced knowledge of statistical methods, techniques and financial report preparation;
Job Title:  Finance (Continued)
· Knowledge of the principles and practices of public personnel administration;
· Skill in using a variety of computer programs and modern office equipment for Manager functions;

· Ability to understand and interpret ordinances, regulations, rules and financial documents;

· Ability to compile financial data and compose concise written reports;
· Ability to administer computerized accounting;
· Effective written and oral communication skills;
· Ability to establish and maintain effective working relationships with departmental personnel, other City personnel, elected and appointed officials, vendors and the public.
Supervisory Controls:  The work of this position is performed under the supervision of the City Manager. 

Guidelines:  Guidelines include governmental Generally Accepted Accounting Principles (GAAP), Governmental Accounting Standards Board (GASB), Government Finance Officers Association (GFOA) budgetary policies and practices, IRS and payroll regulations, state and federal laws and regulations governing municipal financial administration, City ordinances, policies and procedures.  Guidelines require interpretation and judgment in application.
.
Complexity:  Work requires analysis and judgment in accomplishing diverse duties. Work requires the exercise of independent thinking within the limits of guidelines, policies, standards, and precedents.
Personal Contacts:  Contacts are typically with co-workers, vendors, elected officials and the public.
Purpose of Contacts:  Contacts are typically to give exchange and analyze information, resolve conflicts, solve problems and provide services.
Physical Demands: Primary functions require sufficient physical ability to work in an office setting and operate office equipment. Frequent side-to-side turning of neck, walking, standing, bending, stooping, pushing/pulling, and twisting at waist; moderate wrist torque to twist equipment knobs and dials; lifting objects weighing up to 20 lbs. from below waist to above shoulders and transporting distances up to 50 yards.  Occasional squatting, kneeling, and reaching above and at shoulder height; moderate grasping to manipulate reference books and manuals; lifting objects weighing 20-35 lbs. from below waist to above shoulders and transporting distances up to 50 feet.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents and to operate equipment. 

Hearing: Hear in the normal audio range with or without correction.

Work Environment:  Work is typically performed in an indoor office environment.

Job Title:  Finance (Continued)
Minimum Qualifications:
Bachelor’s degree from an accredited college or university with major course work in accounting, business administration, finance, or a related field. Any combination of education and experience sufficient to successfully perform the essential functions of the job qualifies. Five (5) years of progressively responsible experience in municipal financial administration; valid State of Georgia Driver’s License and satisfactory Motor Vehicle Record; 
This 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.
