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POSITION: Director
DEPARTMENT: Finance
REPORTS TO: City Manager
FLSA STATUS: Exempt
EMPLOYMENT STATUS: Interim/Temporary
COMPENSATION: $114,000 - $146,000 DOQ
SUPERVISOR RESPONSIBILITIES: Accounting Tax Manager, Accountant, Financial Analysts, Utility Business Office

QUALIFICATIONS: An example of acceptable qualifications:
Bachelor’s degree in Accounting, Public or Business administration, or related field and ten (10) years of experience in municipal administration, municipal accounting and tax administration, including six (6) years of supervisory experience, or equivalent combination of education, training, and experience.
LICENSURE OR CERTIFICATION REQUIREMENTS:
Valid OH Driver’s License ; Certified Public Accountant (CPA) preferred; Certified Public Investment Manager (CPIM) preferred

PHYSICAL REQUIREMENTS:
This work requires the occasional exertion of up to 10 pounds of force; work regularly requires speaking or hearing and using hands to finger, handle or feel, frequently requires sitting and occasionally requires standing, walking, reaching with hands and arms and repetitive motions; work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by means of the spoken word and conveying detailed or important instructions to others accurately, loudly or quickly; hearing is required to perceive information at normal spoken word levels; work requires preparing and analyzing written or computer data, using measuring devices, operating motor vehicles or equipment and observing general surroundings and activities; work has no exposure to environmental conditions; work is generally in a moderately noisy location (e.g. business office, light traffic).
MINIMUM ACCEPTABLE CHARACTERISTICS: (*indicates developed after employment)
Knowledge of: 	Auditing; Budgeting; Business administration; Cash and investment management; City goals and objectives*; City ordinances, laws and/or regulations*; Computers and related software; Court filing procedures and legal terminology; Department goals and objectives*; Department policies and procedures*; Economics; Employee benefits procedures; Employee training and development; Fair Labor Standards Act; Finance; Generally accepted accounting principles (GAAP); Government accounting; Government grant programs; Government structure and process*; Industrial Commission rules and regulations; Inventory control; Labor Relations; Local income tax administration and federal and state tax codes; Local, State, Federal laws and/or regulations; Office management; Personnel administration; Project management; Public administration; Public relations; Purchasing procedures; Records management; Staff scheduling and planning; Supervisory principles and practices; Tax settlement and distribution; Utility accounting; Workplace safety; Knowledge of duties, powers, authorities and limitations of a City department director.
Skill in:	Calculator operation; Data entry; Personal computer operation; Telephone operation; Use of modern office equipment; Word processing.
Ability to:	Develop policies, procedures, goals and objectives; Apply management principles to solve problems; Communicate effectively; Comprehend and/or discuss highly abstract materials; Conduct effective interviews; Cooperate with co-workers on group projects; Deal with many variables and determine specific action; Define problems, collect data, establish facts, and draw valid conclusions; Demonstrate manual dexterity; Determine material and equipment needs; Develop and maintain effective working relationships; Develop complex reports and position papers; Exercise independent judgment and discretion; Handle sensitive inquiries from and contacts with officials and general public; Maintain records according to established procedures; Perform light manual labor; Prepare and deliver speeches and presentations on complex topics to highly specialized groups; Prepare routine correspondence; Recognize safety warnings; Recognize unusual or threatening conditions and take appropriate action; Resolve complaints; Respond to inquiries from public and/or officials; Select most qualified applicant according to specifications for referral; Solve mathematical problems; Train or instruct others; Travel to and gain access to work site; Understand, interpret, and apply laws, rules, or regulations to specific situations; Use proper research methods to gather data; Write and/or edit documents for publication; Write instructions and specifications; Establish and maintain effective working relationships with subordinates, other departments, community organizations and the public.
GENERAL DEFINITION OF WORK:
Work involves setting policies and goals under the direction of the City Manager; Planning, directing and evaluating municipal operations including preparation and control of the annual budget; Directing and supervising the Finance department; Managing City fiscal affairs and related personnel; Developing and administering the City’s financial accounting software system. Performs other related duties as required.
ESSENTIAL FUNCTIONS OF THE POSITION: For purposes of 42 USC 12101:
(1) Prepares reports for the City Manager on action taken pursuant to any directive or policy as requested.
(2) Assists in the preparation, review, and control of the annual operating budgets and appropriation; Manages, organizes and compiles the final city-wide annual budget; Prepares, reviews, and monitors appropriate department budgets. 
(3) Aids in planning, developing, and directing departments, major programs and projects for the City. 
(4) Receives and resolves requests/complaints from the public; Manages customer service concerns and issues. 
(5) Directs and supervises the Finance Department, including Income Tax, to meet citizen, City and departmental goals and objectives; Advises City Manager and City departments on finance and accounting matters; Reviews general operation of the department and ensures legal compliance; Reviews internal and system controls; Initiates new projects; Reviews, monitors, and re-evaluates department objectives and goals; Oversees fiscal elements of Ft. Piqua Plaza.
(6) Manages and oversees all fiscal affairs of the City including accounting, reporting, and annual audit; Develops all major financial and accounting policies, procedures, recording, and reporting systems; Establishes and identifies major finance-related system application and establishes their objectives; Ensures legal compliance and maintains fiscal integrity; Manages the preparation of all debt issues; Promotes accounting system design and changes and reports preparation jointly with Finance & Income Tax Manager. Organizes and monitors the annual year-end accounting closing; Review accounting issues within framework of accepted accounting principles; Manages preparation of the Comprehensive Annual Financial Report (CAFR); Reviews and implements audit recommendations; Manages city cash and investments.
(7) Oversees the design, operation, and administration of city-wide financial and accounting; Oversees the operations of the municipal income tax system; Determines proper interpretation of income tax issues regarding applicable local, State and Federal laws.
(8) Assists with the recruitment and selection of department personnel; Assigns, directs and inspects the work of department staff; Disciplines department employees; Evaluates employee performance; Recommends various department personnel actions; Develops staff schedules; Directs and develops employee training and team building programs; Establishes, reviews and evaluates major work priorities and projects.
(9) Attend various seminars, training classes, and required City meetings (i.e., Commission meetings, etc.).
(10) Performs other duties as assigned. 

Please email resumes to: Catherine Bogan, HR Director, at cbogan@piquaoh.gov 
The City of Piqua is an Equal Opportunity Employer 
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