Disclaimer 

This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.

JOB TITLE:

Financial Operations Analyst

DEPARTMENT:
Business Office

SUPERVISOR:
City Clerk

JOB SUMMARY:

Responsible for maintaining the City's accounting records; monitoring the operating budget; processing financial and administrative transactions for the City's insurance and retirement plans; coordinating special projects; and maintaining City's MIS, computer networks, and communications systems.  Duties involve considerable knowledge of bookkeeping, general fund accounting, budgeting, and personnel practices in local government administration, as well as knowledge of computer systems software and networks.  Responsible for general supervision of the Accounting and Personnel Officers, and close supervision of the Accounting Technician.  Work is performed independently under the general guidance and direction of the City Clerk.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

* Serves as budget analyst for the City; develops annual budget calendar and coordinates submittal of department budget requests; assists in developing expenditure and revenue estimates; reviews program decision packages; conducts conversation of budget records to meet any fiscal year adjustments; monitors City expenditures and revenues to ensure compliance with adopted budget; prepares cash flow projections and weekly budget reports.

* Writes journal entries and makes adjustments as needed to City's accounts receivable, accounts payable and payroll records.

* Serves as interface with auditors and accountants; provides necessary information for the quarterly tax reports and year-end audit.

* Prepares and approves purchase orders; checks account codes for accuracy and budget amount.

* Maintains fixed asset program and tagging system; gathers and inputs additions, deletions and transfers.

* Processes transaction affecting plan coverage, premium payments and other administrative matters regarding the City's property and liability insurance plans and retirement plan; monitors related plan expenditures.

* Creates budget overview document for presentation to the public.

* Supervises Accounting and Personnel Officers and Accounting Technician; provides functional guidance; coordinates duties; evaluates performances; disciplines; makes recommendations to the City Clerk on selection, termination or promotion.

* Assists and serves as back-up for Accounting Officer and Personnel Officer.  

* Monitors payroll reports and other financial records to ensure compliance with State and Federal laws.

* Manages and maintains all records on City Investments.

* Makes recommendations and coordinates the purchasing of the City's personal computers and related software packages; provides computer training for City employees; assists in networking computers in City departments; and performs various computer maintenance duties.

* Administers the City's communications systems, including telephone systems; pagers and pay phones; lines and line groupings; long distance and monthly telephone service; and billing.

* Oversees the central computerized financial and management information system (MIS) of the City.

PERIPHERAL DUTIES:

* Responsible for special projects involving statistical reports, management presentations, etc.

* Member of Investment Committee; makes recommendations to Mayor and City Council regarding City Investments.

* Coordinates and updates City of Duluth's Internet Web Page.

* Provides special status reports to City Administrator as required.

QUALIFICATION REQUIREMENT: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

DESIRED MINIMUM QUALIFICATIONS:

Education and/or Experience:

Bachelor's degree in business administration, accounting or related field from an accredited college or university.

Two years of experience in performing related work, including supervision of other personnel.

Any equivalent combination of education and experience is acceptable.

Knowledge, Skills, and Abilities

Knowledge of standard budgeting principles and practices in governmental finance.

Knowledge f personal computer equipment and peripherals.

Knowledge of standard government fund accounting principles, practices, and procedures.

Knowledge of modern office technology and equipment.

Knowledge of personnel laws and practices.

Ability to analyze financial and accounting data.

Ability to interpret and prepare financial reports and statements.

Ability to maintain accurate and detailed accounting and financial records.

Ability to follow complex written and oral instructions.

Ability to establish and maintain effective working relationships with other co-workers, City employees, local government officials and the general public.

Ability to plan, direct and supervise the work of subordinate personnel.

Ability to work independently, under general supervision.

Skill in communicating effectively, both orally and in writing.

Skill in utilizing various hardware and software computer applications.

Skill in operating a calculator.

OTHER REQUIREMENTS:

Possession of valid State of Georgia Driver's License (Class C) and a satisfactory Motor Vehicle Record (MVR).

Receipt of Certification as a Finance Officer through the Georgia Municipal Association (Level I-II) within four years of employment in this position.

TOOLS AND EQUIPMENT USED:

Personal computer, including word processing, spreadsheet and other related software; networks; printer; calculator; phone; fax and copy machines.

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit and use hands to operate, finger, handle or feels objects, tools or controls.  The employee is regularly required to talk and hear; and reach with hands and arms.  The employee is occasionally required to stoop or stand; walk; and lift or move up to 25 pounds.

Specific vision abilities required by this job include close vision and the ability to adjust focus.

WORK ENVIRONMENT: The work environment characteristics described here are representative of those and employee encounters while performing the essential functions of this job Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

While performing the duties of this job, the employee works in an office or computer room.  The noise level in the work environment is moderately quiet.

SELECTION GUIDELINES:

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 to the position.

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

