Town of Sherbhorn Job Description

Form approved by Personnel Board 6/87. Amended and approved by Personnel Board 3/06

JOB TITLE:
Finance DirectorfAccountant

DEPARTMENT NAME:
Finance Department

FLSA STATUS: EMPLOYEE TYPE:  (sae Goperal By-Laws Personnel Adminisiration Plan for
Exempt; X definitions)

Non-Exampi: Salariad X Regidar Part-Time Casual Part-Time
Hours worked per week 40 Regular Full-Time _____ Supplemental Parl-Time __ Temporary —

REPORTS DIRECTLY TO {INDICATE JOB TITLE):

Town Administrator

JOB SUMMARY - Briofly deseribe the primary function of this Job.

Performis highly responsible functions of a complex and technical nature requiring the significant exercise of judgment and
initiative to ensure that ail municipal financial transactions conform to laws and professional standards, works
independently within establish policies and procedures, and assumes direct accountability for departmental results.

H. JOB DUTIES - List six fo elght of the iost Impotant dulfes using concise and comprehensive statememnts, Begin with the most important duty.
fnelude any essential or imporiant physical demands that are required to complete each of these duties.

1. Responsible for the complete and overall coordination and direction of all finance management and accounting
operations of town government, inciuding but not fimited to the annual audit, Other Post-Employment Benelits (OPEB)
repotts, budget pre and post development, and State and Federal reporting requirements;

2. Appoint, employe, supervise, evaluate, retain and may suspend or terminate the staff, whether employees or
contractors, necessary for the operation of the Finance Direclor/Accountant Dapariment;

3. Manage the cash flow of the town, and record reconciliation;

4. Conduct a strategic analysis and forecasting of; revenue, expenditures, (shor, intermediate and long term) and
employse bensfits;

5. Meet perlodically with the Treasurer (whether elected or appointed), Collector {(whether elected or appointad), Direclor of
Assessing and the Town Administrator as a group or separately;

6. In consuliation with and conslidering the recommendalions of the Treasurer, Collector, Director of Assessing and Town
Administrator, create maintain and oversee consistent and integrated financial procedures and computer systems
throughout the Town's financial function;

7. Coordinate financial information with the Sherborn and Dover/Sherborn Regional school departiments, and the
Treasurer, Collector, Direclor of Assessing, and the Town Administrator and provide rapoils, as needed or requested, to
Town Departments and Commitiees;

8, Perform all the duties spaecifically raquired of a Town Accountant by the General laws of the cormonweaith of
Massachusstis.

8. Perform other duties, not assigned by law to the Town Treasurer or Town Collector or to the Town Board of Assessors,
as the Town Administrator/Select Board shall determine including but not limited to the administration of Payroli/Banefit
pragrams for Sherborn's municipal and school employees,

10. Report quarlerly on each of the above enumerated duties of the Chairs of the Select Board and Advisory Board,
Treasurst, Collector Director of Assessing and Town Administrator; such reports shall be public record except as to
portions which may be exempt from disclosure under law and available (o the general public,




lll. EDUCATION, TRAINING & EXPERIENCE - Dascribe the minimum lovel of educalion, lralning, and experience, as well
as any special skifls or ceidificalions, which are required fo competendly perform the dulies of this job.

Mini Qualificati

The Town Administrator shall appeint a Finance Director/Accountant solely on the basis of his/her executive and
administrative quaiifications, He/she shall be a professionat qualified person of provan abllity, especially tted by
education, training and previous experience to perform the dulies of the office. He/She shall not have served in an
elaclive office in the Town’s government for at least iwelve months prior to the appointiment

Education and Experience: Bachelor's Degree in accounting, finance, or related field; ten years of progressively
responsible experience in accounting or financial management; experience in municipal accounting preferred; or any
equivalent sombination of education and experience.,

Thorough knowledge of governmental fund accounting theory, principles, and practices required. Thorough knowledge
of auditing theory and practices required, Extensive knowledge of internal control procedures, UMAS accounting
requirements, and systems such as VADA required. Strong competency in Microsoft applications Including Word, Excel,
PowerPoint, and Ouilook. Working knowledge of town municipal organizations including {ax payers, beards and
commitieas and town depariments.

Must be able to communicate effectively both verbally and in writing. Must also be able to resolve accounting and
deparimental issue in an efficient, effective, and timely manner. Ability to maintain confidentiality and exercise extreme
discretion. Ability to handle and prioritize multiple tasks and meet all deadlines. A high tevel of altention to detall is
reguired.

IV, COMMUNICATIONS & CONTACTS - Lis! the jobs, exteral deparimenls or organization with which the job has the most frequient contacl.
Describe the purpose and frequency of the contacts (Do not include supervisors and subordinales).

Confact Purpose Frequency
Town Departments Provide reports & address accouniing andfor budgetary issues daily

Town Administrator Provide analysis of receipls, expenditures and budget information frequently
Select Board Provide Financial information as needed frequently
Advisory Board Provide reports and analysis as needed frequently
Capitat Budget Provide reports and analysis as needed frequently

V. MANAGERIAL & SUPERVISORY RESPONSIBILITIES - Describe the function(s) over which this job has direct accotntability and
authority, .
Direct supervision of the Finance Office Staff,

VI, WORK ENVIRONMENT: Describe the workplace environment e.g. office, outdaors, night werk, and any equipment usage
requiraments.

Work is performed under typical office conditions with frequent interruptions; required o allend evening meetings of the
select board, Advisory comimitiee and capilal Budget Commitlee. Workload is relatively siable, but is subject to monthly,
quarterly and annual fluctuations. The positions requires daily interaction with boards and commiltee members, town
departments/femployees, vendors and members of the public and possibly the Press. Errors can have serlous legat
repercussions.
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Vil. REPORTING RELATIONS - Attach and organizallonal char! if possible indicaling where this job fits In the department’s operalions.

In accordance with the Bylaw the position is directly responsible to the hiring and appointing authority — The Town
Administrator.

The above slatement is Infended lo describe the general nalure and level of work being performed by people assigned to this
classification. They are not intendsd to be construsd as an exhaustive list of all responsibiliies, dulies and skills required of personnel so
classified.
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