Assistant Finance Director
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City of Doral, FL 
Classification Description
Classification Title:  Assistant Finance Director
Department: Finance
Pay Grade: 119
FLSA Status: E
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GENERAL STATEMENT OF JOB
Prepares all financial statements accruals and journal entries and maintains reconciliation for all balance sheet accounts in established formats and in accordance with generally accepted accounting principles. Responsible for the annual year-end audit and assists in the preparation of the budget. 

SPECIFIC DUTIES AND RESPONSIBILITIES
Essential Functions:
· Prepares financial summaries and closing entries.

· Analyzes general ledger account balances; analyzes revenue and expenditure accounts.

· Produces annual budget document and verification of submitted data.

· Supervises purchasing and automating functions; personnel and ordinance enforcement.

· Ensures efficient functioning of the management information system and establishes service standards.

· Attends and conducts meetings for management and staff to provide training in budget preparation, payroll reporting requirements, applicable rules and regulations, and governmental accounting standards.
· Reconciles balance sheet accounts.
· Interacts with staff to supervise and evaluate payroll, payable, and receivables operations.

· Prepares recommendations for Director regarding improved department operations and implements directives.

· Works closely with City's independent auditors to prepare annual financial statements.

· Ensures accountability of payroll system by implementing Federal, State, and local requirements as appropriate; administers general ledger, and debt service funds.

· Assists in the preparation of the annual budget.

· Acts as department head in director's absence.

Additional Duties:

· Performs other related work as required.
MINIMUM EDUCATION AND TRAINING
· A Bachelor’s degree from an accredited college or university in Accounting or related field; CPA  preferred.

· Minimum of six (6) years of experience in public accounting.

· Two years minimum experience in a supervisory capacity in municipal finance required.

MINIMUM QUALIFICATIONS AND STANDARDS REQUIRED
Knowledge, Skills and Abilities:
· Must be fluent in the English language.  Ability to communicate in Spanish is a plus.

· Ability to perform detailed work involving written or numeric data and to make arithmetic calculations rapidly and accurately.

· Considerable knowledge of computerized payroll and time entry processes, practices, procedures, including equipment and standard clerical techniques. 

· Ability to maintain a high level of confidentiality.

· Ability to establish and maintain effective working relationships with auditors, employees, the general public and city officials.
· Ability to prepare and/or process purchase orders.

· Ability to be held accountable for inventory/property management.

· Ability to make recommendations that impact the budget.

· Ability to manage the budget within assigned unit/division.

· Ability to determine allocation of budget among departments.

· Ability to manage the budget within assigned department.

· Ability to use small office equipment, including copy machines or multi-line telephone systems.

· Ability to use computers for data entry.

· Ability to use computers for word processing and/or accounting purposes.
· Must be a non-smoker.

· The minimum requirements may be waived by the City Manager.

Physical Requirements:

· Ability to make rational decisions through sound logic and deductive processes; and express or exchange ideas by means of the spoken word.
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