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 Finance Director
I. Classification: Position: Finance Director



     Department: Finance



     Employment Status: Full-Time Exempt

II. General Nature of Work



The position of Finance Director encompasses various responsibilities and duties with respect to the Finance Department.  The Director also serves as the City Treasurer.  

III. Special Nature of Work:

A. Serves as the City Treasurer as provided for in the City of Mattoon Municipal Code, Section 31.21.

IV. Essential Duties and Responsibilities:

1.) Plans, evaluates and directs departmental policies, programs and operations related to the financial and budgetary activities of City government.

2.) Directs the financial operations of the City by an established central accounting system within commonly accepted governmental accounting principles.
3.) Prepares financial statements and cost reports at regular intervals.
4.) Directs the audit and approves disbursements for goods and services within budget appropriations.
5.) Directs the Treasury collection activity and custody of public funds.  Oversees the investment of City funds and the payment of bond obligations, including the investment of excess cash to obtain the best return.
6.) Serves as financial advisor to the City Administrator and City Council; conducts research and prepares reports and recommendations on various special projects as assigned.  This includes providing detailed analysis of a project or problem and exploring various alternatives in determining the best course for the City.

7.) Provides financial data, to include revenue and expenditure projections, to the city administrator for the purposes of preparing and submitting the annual budget.
Additional duties:
1. Supervises and manages subordinate professional and office staff.  Is responsible for overall direction of department.
2. Performs other duties as assigned by the City Administrator.
V. Desirable Knowledge, Skill and Abilities:


1.) Knowledge of:



A. Departmental goals and objections



B. Departmental practices and procedures



C. Auditing



D. Generally accepted accounting principles



E.  Municipal bonds and available investment opportunities



F.  Principles, practices and processes of municipal budgeting 


2.) Ability to:



A. Prepare complex financial reports in a timely and accurate manner



B. Exercise independent judgment



C. Supervise maintenance of complex administrative records and prepare reports



D. Maintain effective working relationships



E. Manage time efficiently



F.  Learn City policies, rules and practices



G. Perform supervisory role; handle departmental personnel issues 



H. Be effective in written and oral communications with local, state and federal 



officials and the general public


VI. Education and Experience:



Bachelor’s Degree in Accounting, Public Finance, Business or closely related 


field; supplemented by 3-5 years of progressively responsible experience in a 


financial administrative position, municipality preferred.  A CPA designation is 


also desired but not required.


VII. Essential Function and Qualifications

These essential items are considered “Conditions of Employment”. Failure to have or maintain these essential functions and qualifications may result in termination from this specific position.

A. Speaking to exchange information on the phone and in person; sitting,       standing, walking; seeing and hearing to conduct work.



B. Must satisfy a police background check that reveals no past criminal activity



that may indicate anything but the highest level of personal integrity and 



sobriety.

C. No history of inability to meet just obligations. Inability to meet just              obligations may, among other things, be indicated by bad debt letter and orders requiring garnishments from pay due to bad debts.


VIII. Physical Demands and Occupational Exposures

This job requires the employee to stand, walk, to use hands and fingers, to handle, feel or operate objects, tools or controls and to reach with hands and arms. This employee is required to sit, climb and balance; to stoop, kneel, crouch and crawl and to talk and hear. The job requires visual acuity, depth perception and color vision. There is an occasional requirement to lift and/or move up to 20 pounds. The noise level in the work environment is generally quiet. 
 


IX. Special Requirements

Must possess or be able to obtain and maintain an Illinois Class D Drivers License.

 

The above statements are intended to describe the general nature and level of work being performed by employees assigned this classification.  They are not to be construed as an exhaustive list of all job duties or roles performed by personnel so classified.  It is as well intended to be compliant with the Americans with Disabilities Act.
