Town of Bowling Green Job Description

POSITION: Finance Director/Town Treasurer
DEPARTMENT: Town Administration

PAY RANGE: DOQ

FLSA: FULL TIME Exempt

GENERAL STATEMENT OF JOB:

This position oversees and performs the town’s financial functions including serving as
the Town Treasurer and Finance Director. Performs difficult tasks interpreting and
implementing the application of statutory and other regulations governing accounting,
and other major fiscal functions. This position reports directly to and is responsible to the
Town Manager and supervises the Clerk II (Finance).

ESSENTIAL JOB FUNCTIONS:

e Maintains and/or assists in continuous review of accounting practices to assure
conformance with generally accepted accounting principles and to assure compliance with
federal and State regulations and those restrictions imposed by the Auditor of Public
Accounts and the Department of Accounts, as applicable.

e Responsible for all aspects of the general ledger for all Town financial accounts including
entering budget information, journal entries and maintenance of the system; accepts
other modules into the General Ledger; and maintains the chart of accounts.

e Recommends changes designed to ensure compliance and/or increase the efficiency of
the Town’s accounting operations.

e Complete all necessary tasks related to tax administration for the Town, including
obtaining tax records from the Commissioner of Revenue, preparing tax bills for printing,
and processing supplements and abatements of tax bills.

e Prepares computer printouts pertaining to checks issued, expenditures, and other
budgetary accounts.

e Maintains and/or assists in maintaining a register of the Town'’s indebtedness and other
accounts.

e Prepares annual budget for Town Council review and approval.



e Prepares special reports and work papers for audits, financial statements, registers,
surveys and various account analyses.

* Manages payroll and invoice processing and cash disbursement operations, establishes
automated and manual systems to analyze and reconcile balance sheet accounts,
prepares and documents adjustments to the accounting system, works with outside
auditors, maintains accounts receivable, accounts collected, disbursements and prompt
payment procedures, maintains expense ledgers and other types of financial records.

e Administers and reconciles the Town’s payment for insurance and other employee
deductions.

¢ Prepares monthly reports and maintains employees’ accounts for the Virginia Retirement
System.

* Prepares quarterly unemployment report.

e Prepares and mails delinquent account bills after preparing list of delinquent accounts.
e Prepares periodic and special financial, personnel, and statistical reports, possibly
prepared on own initiative.

e Coordinates water meter readings with meter readers; initiates work orders for new or
terminated service, water flow checks, meter leaks, water quality and related work;
communicates results as needed either verbally or in writing with customers; calculates
and processes payments for water/sewer tap fees on new construction.

« Maintains general and subsidiary revenue and expenditure records, posting entries from
supporting records, balancing against other records and preparing reports from such
records.

e Supervises Clerk II (Finance).

EMPLOYEE UTILIZATION IN ADVERSE WEATHER AND EMERGENCY
CONDITIONS

All Town employees are subject to being assigned to specific positions and tasks during
a “Declared Emergency” as support personnel, by the Town Manager. Once assigned,
this would be the same as a regular work assignment and all policies and procedures for
duty assignments apply.

JOB LOCATION AND CONDITIONS:

Work is typically performed in an office setting. Occasional night meetings.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

e Considerable knowledge of the principles, practices and methods of accounting and
administrative procedures,
» Knowledge of generally accepted accounting practices,



» Knowledge of principles and practices governing financial operations,

e Ability to prepare detailed financial reports as required, good professional judgment,
initiative,

» General knowledge of personal computers and commonly used Microsoft Office software
products to include Outlook, Access, Power Point, Word, and Excel; specialized programs
and the internet.

e Ability to prepare correspondence, reports, forms, budgets, studies, construction
estimates, purchase orders, etc., using prescribed formats and conforming to all rules of
punctuation, grammar, diction, and style.

EDUCATION AND EXPERIENCE:

Bachelor’'s Degree preferred (concentration in accounting, business preferred) with at
least three years of progressively responsible experience in related field. Experience in
payroll and accounts payable desired — or — any equivalent combination of education,
experience and/or training sufficient to demonstrate the knowledge, skills and abilities
required for this position.

7o perform this job successfully, an individual must be able to perform each essential job function satisfactorily.
Reasonable accommodations may be made to enable individuals with disabilities to perform the primary job functions
herein described. Since every duty connected with this position may not be described herein, employees may be
required to perform duties not specifically spelled out in the job description, but which may be reasonably considered
to be incidental in the performing of their duties just as though they were actually written out in this job description



