CITY OF FRUITLAND PARK
JOB DESCRIPTION

JOB TITLE:  Deputy Finance
DEPARTMENT:  Finance
REPORTS TO:  Finance Director
NATURE OF WORK: 
Under general direction of the Finance Director, the Deputy Finance plans, organizes and manages the Finance Office including management of all banking and receipting of all revenue and monitoring of funds.  This position is tasked with managing staff responsible for utilities, the collection, safekeeping, and disbursement of City funds; coordinates assigned duties and responsibilities with other City departments and outside agencies: and acts on behalf of the City Finance Director in her absence.
PHYSICAL WORKING CONDITIONS/PHYSICAL DEMANDS:

Work is performed in an air-conditioned office setting.

Must be able to sit at a computer for long periods of time.

PRIMARY RESPONSIBILITIES:

· Responsible for month end processes
· Reconcile bank statements
· Tracks reserve funds

· Responsible for month end and annual reports
· Approves purchase orders from approved purchase requisitions
· Verify invoices/vouchers, insuring proper coding
· Maintain fixed assets inventory control and documentation
· Assist Finance Director with preparation of budgets and special assignments
· Assist Finance Director with preparation of Annual Financial Report

· Assist Finance Director with year end close
· Research data, report same on request
· Prepares and maintains forms, records, files, and/or other documents

· Collects, receipts, deposits and reconciles payments for various taxes, and other revenue items.
· Backup payroll, including related federal and state reports

· Backup for all payroll records for the City including processing monthly, quarterly, and annual reports to State, and Federal governments
· Identifies resource needs, develops and implements policies and procedures required for effective development and implementation of action plans in support of the Finance Office mission, vision and goals.

· Participates on committees and boards, meets with City officials, and administrators.

· Attends meeting, conferences, and workshops.

· Makes presentations to various groups and individuals.

· Tracks investment funds and maintains investment records.

· Participates in the presentation of financial statements, schedules and other statistical and financial reports.

SECONDARY RESPONSIBILITIES:

· Function as backup to Payroll, Utility Billing/Finance Clerk I/II

· All other duties as deemed necessary.
EDUCATION AND SKILLS REQUIRED:

Any combination of education/experience that would be equivalent to:
Bachelor’s degree in accounting, finance, business, public administration or a closely related field and five (5) years of supervision or management of a financial function.

Experience in municipal treasury operations and previous supervisory experience is desirable. Knowledge of County policies and procedures

General office practices and equipment

Cash handling principles and practices

Responding to public inquiries and providing information regarding departmental services, programs, policies and procedures

Processing and maintaining departmental records, files and documents

Meeting deadlines and working through frequent interruptions and inquiries

Communicating effectively verbally and in writing

Advanced use of modern information technology equipment, including computers, software applications and peripherals


Page 1
Updated 7/26/2022

