City of Villa Rica                                   	Class Specifications

Job Title:  Finance Director

Job Summary: This position is responsible for the financial health of the City by preparing, monitoring and reporting the City’s budget and financials; making recommendations concerning the allocation of city resources; identifying and analyzing business issues and recommending action programs to the City Manager, Mayor and Council; This position is responsible for a variety of Finance related duties including but not limited to supervising the work of the Finance Department, generating the bi-weekly payroll, preparing a variety of financial documents and reports, reviewing accounting data in the general ledger, adjusting journal entries, coordinating year-end closing,  and the preparation of annual financials.
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Major Duties:
· Provides direction and assistance to department staff and departments in the preparation and presentation of the City’s annual budget, financial annual report, revenue administration and treasury management, implementation of auditor recommendations and citywide policies and procedures;
· Provides technical advice, counsel and direction to the City Manager, Mayor, City Council and department heads as necessary to insure effective administration and implementation of City-approved policies, plans, procedures and systems; files various financial federal and state reports;
· Coordinates and conducts trend analysis to ascertain the City’s current and future business environment and opportunities and provides recommendations on maintaining and improving the City service levels; 
· Directs the methods and procedures for all financial accounts, designate financial accounting records as may be deemed necessary with the authority to recommend changes in implementation and maintenance;
· Develops, installs and maintains accounting and budgetary systems which provide control of expenditures within all applicable guidelines, rules, regulations, legal constraints and budgetary controls;
· Maintains current and accurate balance of the general ledger; analyzes accounts for the nature and accuracy of transactions;
· Maintains accounting records for all unified government funds; prepares and records journal entries; prepares financial statements  and maintains schedules of cash and investments;
· Prepares special reports and financial analyses at the request of management;
· Provides technical assistance to other departments by setting up or proposing improvements to their financial management procedures;
· Assists auditors by preparing work papers and schedules and analyzing account 
· Performs other duties as required.

Knowledge Required by the Position:
· Ability to use independent, professional judgment to interpret laws and regulations, assure accounting procedure and practices compliance, make sound recommendations and/ or implement appropriate accounting mechanisms;
· Knowledge of modern office procedures, practices and equipment;
· Knowledge and application of computer hardware and software operations as they pertain to accounting and financial functions;
· Knowledge of Federal and State accounting and auditing rules and regulations;
· Knowledge of the functions, organizations, staffing and operating procedures of the 
      City departments;
· Skill in communicating detailed accounting information clearly and concisely;
· Ability to maintain strict confidentiality;
· Ability to accurately assess financial system needs and implement procedures for efficient financial management;
· Ability to perform complex financial, statistical, budgetary and cost analyses;
· Ability to perform a variety of mathematical and statistical calculations quickly and accurately;
· Ability to maintain sustained attention to detail and to work under the pressure of rigid deadlines;
· Ability to work independently from general instructions and broad work expectations;
· Ability to organize work for maximum efficiency.

Supervisory Controls:  Work is performed under the direct supervision of the City Manager.

Guidelines:	Guidelines include governmental Generally Accepted Accounting Principles (GAAP), Governmental Accounting Standards (GAS), State and Federal laws and regulations governing municipal financial administration, City and departmental rules and regulations and City ordinances, policies and procedures.  These guidelines are clear and specific but may require some interpretation in application.

Complexity:	The position consists of using governmental accounting principles and related administrative and technical tasks.

Scope and Effect:  This position is accountable for the accuracy and professional integrity of the City's financial systems, compliance requirements, financial reports and analysis, and advice given. Work is performed according to detailed and complex policies, regulations and/or accounting principles requiring some independent judgment in interpretation and application.

Personal Contacts: Contacts are typically with the public, elected officials, financial advisors, bankers, attorneys, management of the City, subordinates and other City employees.

Purpose of Contacts: Contacts are typically to exchange information, resolve problems and provide services.

Physical Demands: The work is typically performed with the employee sitting at a desk with intermittent standing or walking.  The employee occasionally lifts.

Work Environment: The work is typically performed in an office. 

Supervisory and Management Responsibility: Two positions: Accounts payable clerks and Accounting Clerk.

Minimum Qualifications:
Bachelor’s degree in Accounting, Business or  Finance or closely related field, Master’s degree preferred; CGFM or CPFO desirable; five (5) to seven(7) years of progressively responsible financial management experience; equivalent combination of education and experience.  





















