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Director of Finance / CFO

	Department:
	Finance	
	Reports To:
	City Manager’s Office
	Division:
	Finance	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	17	
	Revision Date:	
	9/8/2016


GENERAL STATEMENT OF JOB

Under the general direction of the City Manager’s Office, the Finance Director plans, organizes, and directs the City’s Finance Department, including financial planning and financial operations. This highly responsible, executive management position is responsible for the effective and efficient establishment and management of financial systems to support the City’s key financial objectives. 

This position performs a variety of complex leadership, supervisory, professional, and financial functions within the City of Centennial. This position requires a balance between continuously overseeing the improvement of processes and procedures while maintaining compliance with applicable regulations in order to support the goals and objectives of the City. 

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.  

Strategic Leadership
Builds productive and supportive working relationships with the Mayor and members of City Council, key community leaders, business leaders, and City staff as needed to be able to effectively manage his or her areas of responsibility.
Participates as a member of Executive Team, providing strategic insight relevant to current and future initiatives undertaken by the City.
Manages and supervises operations to achieve goals within available resources.  Provides leadership and direction in the development of short and long range plans; coordinates department activities with other departments and agencies as needed.
Creates a positive mission and purpose for the finance department in order to create a supportive environment for the team. 
Promotes and champions a highly engaged workforce by practicing strengths-based leadership; establishes and maintains a working environment conducive to positive morale, individual style, quality, creativity, and teamwork.
Continuously encourages and implements improvement of processes while keeping in mind the customer experience as well as adhering to all compliance regulations. 

Departmental Management
Using the Gallup Q12©, supervises, mentors, and develops a team of direct and indirect reports to support the City’s mission of managing to strengths and supporting engagement. 
Develops, implements, and oversees a department work plan; organizing, prioritizing, and assigning work activities, projects, and programs; monitoring work flow; reviewing and evaluating work products, methods and procedures.
Formulates and prescribes methods and procedures to be followed by the Department; provides progressive leadership in the initiation and enactment of new and improved departmental policies and procedures. 

Financial Responsibilities 
Establishes the City’s central budgeting, accounting, and financial reporting practices; evaluates accounting procedures and financial controls; responds to and implements audit recommendations.
Provides financial and fiscal recommendations to the City Manager and City Council; communicates financial and fiscal issues with the media as necessary.
Reviews State and Federal legislative bills affecting the City’s finances and advises management and the City’s legislative representatives about the impacts and alternatives associated with those bills.
Responsible for oversight of financial accounts for all monies paid to the City and all expenditures paid by the City.
Oversees the preparation of monthly and annual financial reports, showing revenues and expenditures, and cash and investment summaries; prepares periodic reports regarding the City’s financial position.
Manages investment portfolio; prepares a list of securities in which City funds can be legally invested; invests City funds in such marketable securities to maximize the rate of return on investments; maintains an up-to-date and accurate portfolio of all City investments. 
Oversees and assists in the preparation of the annual budget.
Other duties as needed. 

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 public agency budgetary, contract administration, city-wide administrative practices.
Knowledge of principles and practices of governmental accounting, public finance administration and budgeting, auditing, reconciliation; federal and state regulations and guidelines as they pertain to municipal finance; municipal taxation and revenue management.
Knowledge of practices and techniques of automated and manual financial and accounting document processing and record keeping.
Knowledge of applicable Federal, State and Local laws, codes, and regulations as they pertain to Community Districts and Improvement Districts.
Knowledge of methods and techniques for writing and presentations, contract negotiations, business correspondence and information distribution; research and reporting methods, techniques and procedures.
Knowledge of techniques for dealing effectively with the public, vendors, contractors and City staff, in person and over the telephone.
Ability to prepare and administer large and complex budgets; allocating limited resources in a cost effective manner.
Ability to conduct effective negotiations and effectively represent the City and the department in meetings with governmental agencies, contractors, vendors, and various businesses, professional, regulatory and legislative organizations.
Ability to analyze problems, identify alternative solutions, project consequences of proposed actions and implement recommendations in support of goals.
Ability to use tact, initiative, prudence and independent judgment within general policy and legal guidelines in politically sensitive situations.
Ability to develop and maintain productive relationships with elected officials, business leaders, advisory boards, the news media, and the general public.
Must have working knowledge of a variety of computer software applications in word processing, spreadsheets, database and presentation software (MSWord, Excel, Access, PowerPoint).
Must be able to work in a fast-paced environment with demonstrated ability to juggle multiple competing tasks and demands.
Must have ability to work independently and as part of a key management team.
Ability to listen, communicate and deal effectively with management, subordinates, representatives of other government agencies and the general public, researching as necessary to provide requested information.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Bachelor’s Degree with major course work in finance, accounting, public administration, business administration, or a related field.  Master’s Degree preferred.  Seven (7) years of progressive experience in accounting/financial analysis practices. Requires an equivalent combination of education, training, or work experience that produces the knowledge, skills, and abilities to perform the essential duties and responsibilities of the position. Supervisory experience preferred. 

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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