“Premier Community, Exceptional Service”

TOWN OF LONGBOAT KEY JOB VACANCY

Accounting & Budget Manager
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The Town of Longboat Key

501 Bay Isles Road

Longboat Key, FL  34228

(941) 316-1999

FAX: (941) 316-1656

Website:  www.longboatkey.org
The Town of Longboat Key is an Equal Opportunity / Affirmative Action Employer, who provides hiring preference to eligible veterans and their family members, and has a strong drug free workplace and alcohol abuse policy.

Accounting & Budget Manager




Position: 14033
Posted: March 23, 2017
 





Closing Date: Until Filled
Salary: $63,000 - $90,000
 





Pay Grade: 120
Employment Status: “At Will
Director Days: Additional 80 hours per calendar year
The Town of Longboat Key is accepting applications for a Full-Time Accounting & Budget Manager in our Finance Department.  An employment physical will be required, except for current employees who have met this requirement.
EXPECTATIONS FOR ALL EMPLOYEES
Supports the organization’s mission, vision and values by exhibiting the following behaviors: 

Be Service Minded

Value Teamwork

Be Professional

Have the Utmost Integrity

Demonstrates Mutual Respect

Bring a Positive Attitude to Work

Embrace Continuous Improvement

FUNCTION
This is a highly responsible professional, administrative and technical financial management work assisting the Director of Finance in the effective operation of the Town. The position requires considerable independence of judgment and actions are inherent at this level. Authority is delegated commensurate with this high degree of responsibility.

The position assists the Town with the Strategic Planning process and the development of internal controls necessary for the effective and efficient operation of the Town.

The position assists the Director of Finance in the management, direction and control of the Town’s Financial Administration. The Accounting and Budgeting Manager manages specific accounting functions, debt and treasury management, financial analysis activities, budgetary management and financial reporting. The position is responsible for the supervision of assigned staff. The Accounting and Budgeting Manager is responsible for administering the budget preparation, monitoring and continuous analysis process including evaluation and reporting. 

The Accounting and Budgeting Manager administers multiple financial systems including software designed for document management, financial and budgetary management, time management, transparency and other systems as required.
ESSENTIAL FUNCTIONS

The following duties are normal for this position. The omission of specific statements of the duties does not exclude them from the classification if the work is similar, related, or a logical assignment for this classification. Other duties may be required and assigned.

1. Assists in directing the work of the Finance Department including accounting, budgeting, financial reporting, payroll, accounts payable, fixed assets, inventory, work-orders, fee schedules, cash and treasury management, debt management, revenue forecasting, scenario planning, strategic planning and system administration.

2. Assists in developing and maintaining effective internal controls in all financial areas including the development of proposed ordinances, resolutions, policies and procedures and security/workflow related processes.

3. Assists in financial system and process evaluations including planning, deployment and support. Prepares and justifies recommendations for system improvements and procedures.

4. Represents the Finance Director, as delegated at Board and other meetings.

5. Assists in directing the administration and monitoring of budgetary control within the financial records, including review of revenue, expenditures and fund balances in accordance with the budget.

6. Assists in directing the investment of Town funds pursuant to the Town Code and policies established by the Board.

7. Assists in directing, supervising and preparing the  monthly, quarterly, and year-end reconciliation and closing processes including coordination of the external financial audit process and the preparation of a multitude of reports ~ (CAFR – Comprehensive Annual Financial Report; Annual Financial Report; Monthly Report to the Finance Committee, Investment Reports; Grant Reporting; 1099’s; W-2’s; continuing disclosure) and other required financial reports in accordance with GAAP and other statutory, regulatory and internal requirements.

8. Assists in directing Finance Department staff including training, development, and evaluations. Makes recommendations to the Director for the hiring and termination of employees as necessary.

9. Manages special projects as assigned.

10. Provides a variety of financial related support Town operations and activities. Responsible for the most complex research and analysis assignments. Audits transactions for compliance with applicable laws, rules and contracts. 

11. Remains knowledgeable of current statutes, GASB, and other authoritative guidance, including pending legislation, and makes recommendations to the Director regarding items that may influence programs or services. 

12. Operates technical equipment and software applications as necessary to complete essential functions, including the use of word processing, spreadsheet, databases, and other system software.
OTHER TASKS
Performs general clerical work in support of assigned duties, including answering telephones, assisting customers, copying and filing documents. 

Performs other related duties as required, which may require movement to the various departments within the Town. 

In the event of a declared state of emergency, employees in this classification may be called to work during days or hours other than those for which they are regularly scheduled.

MINIMUM QUALIFICATIONS

Requires a Bachelor’s degree in accounting, finance, or a related field; supplemented by three (3) to seven (7) years of progressively responsible governmental accounting experience performing accounting, budgeting and/or finance work; equivalent combination of education, training, and experience which provides the requisite knowledge, skills, and abilities for this job may be substituted. He/she must demonstrate a thorough knowledge of accounting principles and a track record in financial operations, compliance and financial systems management.  This includes developing and implementing financial reports, experience with financial systems, fiscal policies and controls.

Candidates must have the ability to apply governmental accounting standards and GAAP with ability to learn laws, rules and regulations controlling town fiscal record keeping.  Ability to prepare accurate accounting reports, projections and indirect cost allocation studies.  Candidates must be highly motivated with good organization skills and show great attention to detail. Advanced levels in word processing and spreadsheets desired.

Must possess a valid Florida Driver License or have the ability to obtain within thirty (30) days of employment.

PERFORMANCE APTITUDES

Data Utilization: Requires the ability to evaluate, audit, deduce, and/or assess data using established criteria. Includes exercising discretion in determining actual or probable consequences and in referencing such evaluation to identify and select alternatives. Working knowledge of Windows, Excel, Word, Outlook and Adobe reader and experience with accounting software programs. 

Human Interaction: Requires the ability to apply principles of persuasion and/or influence over others in coordinating activities of a project, program, or designated area of responsibility. Ability to work independently in a team atmosphere and safeguard confidential information. Must be able to communicate effectively with fiscal and non-fiscal personnel. 

Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to operate, maneuver and/or control the actions of equipment, machinery, tools, and/or materials used in performing essential functions.

Verbal Aptitude: Requires the ability to utilize a wide variety of reference, descriptive, advisory and/or design data and information.

Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication and division; ability to calculate decimals and percentages; may include ability to perform mathematical operations with fractions; may include ability to compute discount, interest, and ratios; may include ability to calculate surface areas, volumes, weights, and measures.

Accounting Aptitude: Knowledge of GAAP as applicable to governments and knowledge of and the ability to research, interpret and implement applicable Federal and State statutes and regulations. 

Functional Reasoning: Requires the ability to apply principles of influence systems, such as motivation, incentive, and leadership, and to exercise independent judgment to apply facts and principles for developing approaches and techniques to resolve problems.

Situational Reasoning: Requires the ability to exercise judgment, decisiveness and creativity in situations involving the evaluation of information against sensory, judgmental, or subjective criteria, as opposed to that which is clearly measurable or verifiable.  Ability to comprehend and apply complex federal and state government regulations and guidelines to varying circumstances and situations.

Customer Service: Requires the ability to respond to the most difficult and sensitive complaints and requests for information in an effective, efficient and professional manner.

Financial Accountability: Requires the ability to prepare and submit accurate and timely periodic reports of financial activities regarding financial conditions, program progress and present and future financial needs.

ADA COMPLIANCE

Physical Ability: Tasks require the ability to exert light physical effort in sedentary to light work, but which may involve some lifting, carrying, pushing and/or pulling of objects and materials of light weight (5-10 pounds). Tasks may involve extended periods of time at a keyboard or work station.

Sensory Requirements: Some tasks require the ability to perceive and discriminate sounds and visual cues or signals.  Some tasks require the ability to communicate orally.

Environmental Factors: Essential functions are regularly performed without exposure to adverse environmental conditions.

The Town is a Drug Free Workplace, in compliance with the Drug Free Workplace Act of 1988, in § 440.102, FS and Rules 59A-24 F.A.C (Florida Administrative Code).  State and federal laws and regulations may subject certain employees to additional drug testing requirements. Any employee who violates the program is subject to disciplinary action up to and including termination.

TRAINING REQUIRED CODES (equal to Job Title record)
01
All

02
FT Full Time

11
Safety - Directors, Department Managers, Supervisory & Non-Supervisory Office Staff

Job Description and position re-classified from grade 112 to grade 115 effective.Updated 3/99 DFW

Created 3/20/17 in place of Senior Accountant
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