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Classification Specification
	

	
	1040100

	
	FINANCE MANAGER



Class Summary
The responsibilities of this classification include managing County-wide financial and accounting operations, County-wide human resources/payroll systems and payroll operations, or benefits and retirement plan administration. This classification assures compliance with governmental regulations and County policies in assigned areas.

Distinguishing Characteristics

This is a single-level classification that is responsible for overseeing centralized, County-wide finance functions and related centralized business functions, such as financial and accounting operations, human resources/payroll systems, or benefits and retirement plan implementation. It is distinguished from other finance positions in that this position serves in the Finance Division of the Department of Executive Services, establishing operating policies and procedures in the specific areas of responsibility for centralized County functions. 

Examples of Duties (May vary by position)

1. Manage and oversee all centralized accounting operations for the Financial Operations Section.  

2. Oversee reporting and analysis of financial records involving budgetary and financial accounting.

3. Prepare County’s annual Comprehensive Annual Financial Report.

4. Develop procedures for handling accounting and financial activities including pre-audit, posting of expenditures and revenues, payroll, and other related activities.

5. Manage the County’s centralized accounts payable and/or accounts receivable functions.

6. Oversee and manage the County’s bi-weekly and semi-monthly human resource and payroll systems, feeders, databases and operations.

7. Oversee the operation and maintenance of all bi-weekly and semi-monthly human resource and payroll systems, application systems development and delivery of automated systems.

8. Oversee all aspects of retirement plan administration, including coordinating with the State on required reports and fund transfers.

9. Manage the implementation of benefit plans selected by County employees.

10. Maintain strong customer relations with all departments receiving services, including those reporting to separately elected officials.

11. Educate key customers about ways to improve finance and accounting, HR/Payroll, and benefits and retirement plan administration. 

12. Recommend amendments and revisions to County codes and ordinances within area of responsibility.  Recommend State legislation.

13. Develop and manage operating budget.  Oversee, review and approve all expenditures.  

14. Hire, develop, mentor and evaluate assigned staff.
15. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge of generally accepted accounting systems, procedures and practices (GASB)
Knowledge of Federal, State and local laws, regulations and ordinances pertaining to public fiscal affairs and general and special fund accounting
Knowledge of human resource and payroll systems, application systems development and delivery of automated systems in payroll and human resources
Knowledge of the principles, concepts and practices of financial administration
Knowledge of benefits plan administration, government retirement systems and plans, and related Federal, State and County requirements
Knowledge of budgeting techniques and principles
Knowledge of auditing and internal control techniques and principles
Knowledge of project management techniques and principles
Knowledge of human resources management techniques and principles
Skill in the operation of computers and financial application software
Skill in establishing and maintaining effective working relationships with the County Council, County staff, the financial community and the general public
Skill in analyzing financial systems, procedures and controls and recommending improvements
Skill in communicating effectively, orally and in writing
Skill in working in a political environment
Problem-solving and decision making skills
Facilitation and presentation skills
Skill in policy analysis and design
Licensing, Certification and Other Requirements
Certified Public Accountant (CPA) desirable
Certified Public Finance Officer (CPFO) desirable
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None
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