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FINANCIAL ANALYST

	Department:
	Finance	
	Reports To:
	Revenue Manager
	Division:
	Finance	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	11	
	Revision Date:	
	11/18/2016


GENERAL STATEMENT OF JOB

Under supervision of the Revenue Manager, this position performs complex professional work including, but not limited to, assistance in the City’s annual budget process, financial reporting, technical accounting, financial reporting, periodic review and analysis of monthly financial statements and account balances; preparation of various financial analyses reports; performs, documents and advises on technical financial research; assistance with revenue activities.   Position requires coordination, supervision and monitoring of assigned projects.  Employee responsibilities include assisting department directors, City staff, vendors, and the general public as requested. Assists external auditors; maintains current knowledge of governmental accounting and budgetary standards and performs other projects as assigned. 

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.  

Assist with the annual budget process, as requested.

Assist with review of monthly financial statements and perform detailed financial analysis to evaluate significant fluctuations, trends, and overall reasonableness of data.   Research, document and communicate any findings.  Document and communicate results of analysis and recommendations.

Review and monitor account balances and reports, including account analysis and narrative reports (internal and external) explaining City financial information.

Prepare various monthly financial reports and related statements that reflect the City’s financial condition.

Perform technical accounting research and document findings.  Implement new and/or existing accounting standards, as applicable.

Perform or assist with other accounting projects, as requested.


Develop and maintain data reporting models and re-forecast monthly financial data for management reporting, as requested.

Assist with the formulation of work measures to maximize efficiency and provide cost savings.

Develop, maintain and document record systems for key financial items.

Develop, implement and document financial procedures and record systems.

Assist with the conversion of software applications. 

Assist with preparation the annual budget and Comprehensive Annual Financial Report (CAFR).

Assist with ensuring that local companies are in compliance with State sales tax reporting requirements.

Maximize revenue the City receives from various sources.

Undertake a variety of financial analyses.

Other projects 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

Thorough knowledge of governmental accounting practices and procedures. 

Thorough knowledge of advanced accounting principles and practices. 

Thorough knowledge of the application of generally accepted accounting principles, practices and techniques to governmental accounting transactions. 

Thorough knowledge of the principles and practices of record keeping and reporting. 

Ability to apply accounting and budgetary principles and relevant laws and regulations to the preparation and maintenance of fiscal, accounting and budgetary records and reports. 

Ability to prepare clear and concise reports and to compile and analyze financial statements and reports.

Ability to develop and modify work procedures, methods and processes to improve efficiency.

Considerable knowledge of the accounting computer system.

Ability to establish and maintain moderately complex records and files, and to prepare reports from such data.

Ability to understand and follow oral and written instructions. 

Ability to give detailed oral instructions.

Ability to exercise independent judgment and initiative in identifying required work assignments and appropriate methods to be utilized, and in developing solutions to a variety of work situations.

Ability to exercise independent judgment and initiative in analyzing fiscal data and making recommendations regarding the operations of various City activities.

Ability to exercise tact and discretion in contact with Federal, State, and City officials and the general public, and in handling confidential personnel information.

Ability to establish and maintain effective working relationships with other employees and the general public.

Ability to explain, develop and continually update departmental policies and procedures.

Knowledge of modern office equipment and be proficient in the use of computers. 

Ability to establish and maintain effective working relationships with supervisors, subordinates, other employees, and the public.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Require Bachelor's degree in accounting, finance or related field, in addition to a minimum of five years accounting, finance or budget experience, including analysis; prefer governmental experience; or any equivalent combination of education and experience.

Prefer governmental accounting and finance experience.  Must have strong financial analytical ability and be able to work in a fast paced environment with demonstrated ability to prioritize and handle multiple competing tasks and demands.  Must have knowledge and proficiency in a variety of computer software applications in word processing, spreadsheets, database and presentation software (MSWord, Excel, Access, PowerPoint). Prefer substantial experience in preparing and presenting oral and written reports, presentations, and recommendations, and to perform necessary research or investigations.

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
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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