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BUTTS COUNTY
JOB DESCRIPTION

Administration Chief Financial Officer                                 Exempt
0402			        		      
JOB SUMMARY

This position is responsible for managing County government finances.
MAJOR DUTIES

· Directs all financial activities for the County and ensures compliance with related federal, state and local laws.
· Develops and implements financial management strategies to meet County goals and objectives; assists in County strategic planning initiatives; develops performance metrics to measure strategic direction.
· Manages the capital request process.
· Oversees County budgeting processes and preparation of annual budget.
· Manages third party financial activities including consultants, auditing, and investor relations.
· Manages human resources for County personnel; oversees administration of employee benefits plans; maximizes cost-effective benefits packages for personnel.
· Supervises accounting activities; maintains accounting documentation and organizational system; oversees issuance of financial information.
· Mitigates elements of the County’s risk profile; maintains reliable control systems; reports risk issues as appropriate.
· Monitors cash balances and prepares forecasts; invests funds.
· Oversees timely accounts payable and payroll processing and transaction processing system.
· Maintains chart of accounts.
· Prepares financial statements and annual County report.
· Manages debt levels, payments, covenants, and financing.
· Performs other duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION

· Knowledge of local government operations and regulations.
· Knowledge of related federal, state, and local laws.
· Knowledge of financial management and accounting standards and practices.
· Knowledge of budgetary principles and practices.
· Knowledge of supervisory principles and practices.
· Knowledge of computers and job-related software programs.
· Skill in planning, organizing, directing and coordinating the work of personnel.
· Skill in the analysis of problems and the development and implementation of solutions.
· Skill in the preparation of clear and precise administrative reports.
· Skill in managing varied financial portfolios.
· Skill in oral and written communication.
· Skill in interpersonal relations.
SUPERVISORY CONTROLS

The County Manager assigns work in terms of County goals and objectives. The supervisors review work through conferences, reports, and observation of department activities.

GUIDELINES

Guidelines include County and department policies and procedures, County codes and ordinances, Governmental Accounting Standards, and related federal, state, and local laws. These guidelines require judgment, selection and interpretation in application.  

COMPLEXITY/SCOPE OF WORK

1. The work consists of varied management, supervisory, and administrative duties. 
1. The purpose of this position is to manage County government finances. Successful performance helps ensure the efficiency and effectiveness of all County government operations.

CONTACTS
	
1. Contacts are typically with coworkers, other County department heads and employees, elected and appointment officials, state and federal agencies, bankers, investors, and members of the general public.
1. Contacts are typically to provide services; to give or exchange information; to resolve problems; to motivate or influence persons; or to justify, defend or negotiate matters.

PHYSICAL DEMANDS/ WORK ENVIRONMENT

· Must be physically able to operate a variety of machinery and equipment including office equipment such as computers, fax machines, and copy machines. Must be able to use body members to work, move, or carry objects or materials. This position requires:  walking, standing, bending, stooping, pushing, pulling, lifting, fingering, grasping, feeling, seeing, talking, hearing, and repetitive motions. Must be able to exert up to 10 pounds of force occasionally. Physical demand requirements are at levels of those for sedentary work. 

SUPERVISORY AND MANAGEMENT RESPONSIBILITY

This position has direct supervision over Budget Analyst and Accounting Technicians.

MINIMUM QUALIFICATIONS

1. Bachelor’s degree in accounting, Finance, Public Administration, or related field.
1. 3–5 years of progressively responsible experience in government finance or a related field.
1. Strong knowledge of GAAP, GASB, and public sector financial management.
1. Demonstrated ability to lead, plan, and execute high-level financial strategies.
1. Excellent communication, analytical, and interpersonal skills.
1. Preferred: CPA designation or master’s degree in related field
1. Knowledge and level of competency commonly associated with the completion of a baccalaureate degree in a course of study related to the occupational field, or a combination of education, experience and skills that meet the prerequisites of the position.
1. Experience sufficient to thoroughly understand the diverse objectives and functions of the subunits in the division/department in order to direct and coordinate work within the division/department, usually interpreted to require three to five years of related experience.


_______________________________________           ______________________________________
  Employee Printed Name						   Date

_______________________________________
  Employee Signature

The above statements are intended to describe the general nature and level of work performed. They are not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required by incumbents in the position
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