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Cl ass Definition

Under general Direction of the Secretary-Treasurer or designee,
perforns professional financial nmanagenent and adm nistrative work
requi ri ng consi derabl e know edge of principles and practices of |ocal
governnment financial managenent systens and progranms. Manages a
division of limted scope for the Finance Departnment; or serves as
Assi stant Division Manager with division-wi de responsibilities

i ncl udi ng overall supervision of work prograns and sections of a nmmjor
di vi sion such as Accounting, Information Systens, Systens Progranm ng,
or Adm nistration. Assignnments include: (1) supervision of

prof essional, technical and other support staff; (2) planning,
directing and controlling unit program's); and (3) devel oping and

I npl ementing related policies , systenms and procedures to control and
noni tor systenms. Perforns related duties as required.

Exanpl es of Inportant Duties

1. Pl ans and nmanages a Division of limted scope in the Finance
Departnment. Plans, adm nisters and controls work prograns.
Manages budget. Defines and establishes goals, objectives and
priorities. Assists in developing prograns and rel ated
performance standards. Recommends and i npl enents sound financi al
and adm nistrative procedures.

2. Assi sts higher |evel Finance Manager or Secretary-Treasurer in
managi ng a maj or division of the Finance Departnent. Responsible
for overall supervision of work programs. Assists in managing
di vision's budget. Assists in planning, adm nistering and
controlling work programs. Assists in developnent of prograns,

i mpl enentati on of financial and adm nistrative policies and
preparation of annual reports of acconplishnents for the Finance
Depart nment.

3. Moni t ors performance of work progranms. Works with Conm ssion
managenent to assure appropriate planning and utilization of
resources (fiscal, conputer, personnel). Reports on work
acconmpl i shments and prepares annual reports of acconplishnments for
t he Secretary-Treasurer.

4. Conducts financial and managenent studies to develop alternative
policies and procedures and determ ne cost-benefit analysis to
I mprove Commi ssion's financial work progranms and address probl ens
and opportunities.
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Exanpl es of Inportant Duties (Continued)

5.

10.

11.

12.

Supervi ses staff. Plans, schedul es and assigns work of staff.
Approves time cards and requests for | eave. Evaluates staff
performance.

Manages resources. Meets with Secretary-Treasurer and other top
managenent and staff to define financial issues and recomend
policy and procedures with respect to operating budget,

adm ni strative and personnel systens, and other departnment-w de
matters. Provides assistance and gui dance to operating units in
t he financial managenent of their program

Assi sts higher |evel Finance Manager or Secretary-Treasurer in
managi ng Accounting Division. Organizes nonthly and annual
closings of the |edgers, prepares related reports and prepares
annual financial report. Prepares fund bal ances projections.
Assists in establishing prograns to inplenent sound accounti ng and
financial policies, controls and procedures to report and eval uate
t he Comm ssion's financial position and operations in accordance
wi th governnental and accounting requirenents and standards.

Assi sts higher |evel Finance Manager or Secretary-Treasurer in
managi ng the Adm nistration Division which provides overall

support to Conm ssion-wi de efforts, including major functions such
as systens support and financing activities and internal support
to the Finance Departnent.

Assi sts higher |evel Finance Manager or Secretary Treasurer in
managi ng the Information Systens Division and HP 3000 network.
Assists in the production of major systens such as payroll and
accounting. Assists in adm nistration of program which conpares
actual expenditures to the budget. Assists manager in providing
ongoi ng assi stance in support of field operations.

Assi sts higher |evel Finance Manager or Secretary-Treasurer in
managi ng the Systens Programm ng Division. Assists in managing

t he mai nt enance, devel opnent and anal ysis of software systens such
as payroll (including direct deposit), fixed assets and the
various financial systens.

Coordi nates Comm ssion's short-and | ong-term financi ng and debt
managenent, including i ssuance of bonds, sale of tax anticipation
notes and negoti ation of |eases.

Serves on comm ttees, provides guidance and in-depth analysis and
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Exanples of Inportant Duties (Continued)

support to nonitor and develop risk nanagenent, retirement and
heal th benefits prograns. Comunicates ideas. Wites a variety
of correspondence and reports.

13. Coordinates externally. Responds to letters, neets with and
coordinates with private sector firns, i.e., investnent
counsel ors, |l egal advisors, other governnent agencies to explain
prograns, seek cooperation, respond to requests and resol ve
conpl ai nts.

14. Conducts research. Reviews technical literature, conducts
surveys, neets with private sector and governnental sector
officials for exchange of information, attends professional
conferences to identify new prograns and nethods potentially
hel pful to the Departnent of Finance. Prepares periodic
adm ni strative reports.

| nportant Worker Characteristics

1. Consi der abl e know edge of (1) accounting; (2) auditing; (3)
busi ness adm ni stration; (4) Conputer Science; (5) Commi ssion
Organi zation*; (6) Conm ssion policies and procedures*; (7) equal
enpl oynment opportunity; (8) nmanagenent; (9) Merit Systens
regul ations*; (10) parks; (11) recreation (12) supervision; (13)
statistical analysis.

2. Skill in operation of (1) mcroconputer; (2) user-friendly
sof twar e.
3. Consi derable ability to (1) solve conplex problens involving many

variables; (2) analyze data (3) read technical reports and
correspondence; (5) use proper spelling, punctuation and grammar;
(6) speak clearly; (7) organize work efficiently; (8) provide
courteous service.

* Devel oped primarily after enploynent in this job class.

M ni mum Qualifications

1. Bachel or' s degree in accounting, auditing, business
adm nistration, information systemns/conputer science or related



subj ects and four years of highly responsi ble and varied
accounting experience that includes two years of |ead or
supervi sory experience.

Or an equi val ent conbi nati on of education and experi ence.

Certified Public Accountant certificate (i.e., Certified Internal
Auditor), or three years of responsi bl e experience in governnmental
financi al managenent, accounting, conputer science, or related
field.



