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JOB DESCRIPTION

JOB TITLE:  Deputy Finance



PAY GRADE: 103
DEPARTMENT:  Finance




PAY RANGE: $25.59-$41.25
REPORTS TO:  Finance Director



FLSA STATUS: Exempt
NATURE OF WORK: 
Under the general direction of the Finance Director, the Deputy plans, organizes and manages the Finance Office including management of all banking and receipt 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 his/her absence.
ESSENTIAL FUNCTIONS:

· 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 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.

· May occasionally attend meetings, conferences, and workshops.

· May occasionally make 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.
· Must be able to effectively communicate and manage the staff and get along with peers/supervisor/officials.
SECONDARY RESPONSIBILITIES:

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

· All other duties as deemed necessary and assigned.
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 in compliance with Florida records laws.
Meeting deadlines and working through frequent interruptions and inquiries.
Communicating effectively verbally and in writing and conducting presentations.
Advanced use of modern information technology equipment, including computers, software applications and peripherals.
Must have leadership abilities- The ability to inspire and motivate the staff to accomplish the goals of the department/city.

Must know how to manage conflict in a professional manner.

PHYSICAL REQUIREMENTS OF THE JOB- (Must be able to perform the essential functions of the job with or without accommodation).
· Ability to sit for long periods of time.
· Ability to walk, stoop, bend, reach, and stand.
· Ability to use fingers to feel, use computer keyboard, pick up items.
· Ability to speak and understand English both orally and written to communicate effectively.
· Work is conducted mainly in an air-conditioned and heated office.
· Ability to see and hear. 
Approved By Department Head: __Gary Bachmann_______________Date: 04/27/2023


Approved By Employee: _________________________________ Date: ____________
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