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GENERAL STATEMENT OF JOB

The fundamental reason the Accounting and Tax Audit Director exists is to administer, supervise and perform highly technical accounting and audit work in the Accounting, Accounts Payable, Payroll and Tax Audit workgroups.  This position oversees professional and clerical staff responsible for the City's general ledger operations, accounts payable, payroll, tax audit and the preparation of the City's Comprehensive Annual Financial Report.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Supervises the maintenance of a wide variety of complex accounting records and subsidiary records and systems; coordinates preparation of periodic reports such as the Comprehensive Annual Financial Report, Financial Trends Analysis, grant, investment, or other operational reports.  
Supervises and supports staff to ensure organizational goals are accomplished; providing opportunities for training, decision making, participation, and innovation.  
Participates in the formulation and administration of accounting, auditing and budget policies and procedures; develops, evaluates and implements internal controls; and oversees the creation and implementation of accounting systems to improve the City's fiscal management capabilities and/or compliance with Federal, State, and Local ordinances or guidelines.
Coordinates research studies, feasibility studies, benchmarking studies,
needs assessments, cost/benefit analysis, cross impact analysis and management studies; makes inferences and projections from written material and statistical data; prepares comprehensive detailed recommendations and reports on various computer software. 
Provides project management expertise to coordinate and implement 
Department or Citywide systems and projects; program/system evaluation and organizational analysis; monitoring of procedures and methods; preparation of oral and written findings and recommended actions.
Supervises and monitors program budget performance; maintains fiscal control and accountability for budget expenditures; coordinates grant applications; develops budget forecasts and reports; makes oral and written recommendations for fiscal affairs; supervises service contracts and agreements; and coordinates the development of performance measures and workload indicators.
Listens, communicates and deals effectively with management, subordinates, representatives of other government agencies and the general public, researching as necessary to provide requested information.  
Communicates both verbally and in writing with all levels of the organization using clearly organized thoughts, proper sentence construction, punctuation and grammar.  Provides superior customer service for both internal and external customers.
Provides financial advice, designs and conducts user training for financial systems and processes, tailoring such training and/or advice to the specific needs of the user.
Performs other duties as assigned.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of principles, practices and applications of governmental accounting, auditing, budgeting and finance.
Knowledge of computerized financial systems.  
Ability to interpret and implement authoritative pronouncements dealing with accounting principles.
Ability to understand municipal tax and fiscal principles and practices.
Ability to effectively communicate instructions and information verbally and in writing to subordinates, other City staff and the public.  
Ability to establish and maintain effective working relationships with co-workers, supervisors and the general public.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Bachelor's degree in accounting, auditing, finance, business administration or equivalent is required.  Certification as a public accountant required. Five to seven year’s progressively responsible accounting experience including supervisory experience over a professional staff.  Experience in municipal accounting is required.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
[bookmark: _GoBack]Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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