
           January 2000 

  

 

FINANCE DIRECTOR\TREASURER 

 

POSITION SUMMARY 

 

1. Perform such duties or cause such duties to be performed as required per sections 6.7 and 

6.8 of the City Charlotte 

 

2. Perform the duties of the position of City Auditor in accordance with section 6.5 of the 

City Charter. 

 

3. Coordinate work activities of the finance and treasury departmental staff. 

 

4. Supervise all accounting, treasury, water and sewer billing, and payroll 

functions.  Coordinate financial information for the City Manager and City Council.  Oversee the 

budget process.  Perform related accounting and administrative work.  Perform related work as 

required. 

 

SUPERVISION RECEIVED 

 

Work is performed under the general direction of the City Manager.  Work is performed according 

to generally accepted accounting procedures and municipal governance best practices. 

 

SUPERVISION EXERCISED 

 

Direct supervision is exercised over the Deputy Treasurer and accounting clerks.  Occupant 

resolves administrative and employee related matters within the treasury and finance office. 

 

RESPONSIBILITIES AND ESSENTIAL DUTIES AND FUNCTIONS 

 

An employee in this position may be called upon to do any or all of the following essential duties 

or causes the same to be performed: (These examples do not include all of the tasks which the 

employee may be expected to perform.) 

 

1. Supervise and account for all monies collected and disbursed by the City. 

 

2. Assist City Manager in preparation of annual budget. 

 

3. Prepare for the annual audit (reasonably adjusted final trial balances and supporting 

working papers). 

 

4. Collect and transmit monies collected for other governmental units. 

 

5. Prepare financial reports for submittal to City Manager and City Council. 



 

6. Supervise preparation of tax rolls and special assessments, property tax bills, and 

delinquent tax rolls and jeopardy assessments. 

 

7. Manage computer operations including troubleshooting, upgrading software, etc. 

 

8. Supervise the accounting, payroll, treasury, and water and sewer billing functions. 

 

9. Assist the public and other departments with answers to financial and accounting questions. 

 

10. Invest surplus funds 

 

11. Maintain good internal controls between purchasing, cashiering, and accounting in a small 

office environment. 

 

12. Receive, enter, match and process accounts payable. 

 

13. Maintain general ledger of the city. 

 

14. Recommend budget adjustments to the City Manager. 

 

15. Prepare transmittal letter and statistical sections of CAFR. 

 

16. Serve as Chief Financial Advisor for the city. 

 

17. Support the city bargaining team as needed. 

 

18. Conduct cost benefit analyses. 

 

19. Administer grants 

 

20. Maintain separate project accounts for City Manager and Department Heads. 

 

21. Prepare for bond issuance, assist with same and handle any subsequent transactions. 

 

22. Recommend changes to City fee schedule. 

 

23. Prepare capital budgets. 

 

24. Implement any land development agreements. 

 

25. Prepare special state or federal financial reports. 

 

26. Monitor state and federal assistance programs for compliance. 

 

27. Recommend computer technology upgrades 



 

28. Suggest customer service improvements. 

 

29. Apply for any short-term loans 

 

30. Prepare financial reports of special funds 

 

31. To efficiently accommodate customers in the absence of personnel primarily assigned to 

duties or during peak activity seasons in specific areas of the General Office, must be able to 

perform general office duties as assigned. 

 

a.  Perform cashiering functions, process mail receipts, answer telephones, mail 

claims checks, File claims checks, Enter vendor numbers, O.P. file maintenance & 

entry, Title searches, post tax receipts, W/S clerk  routine calls, Nonpayment shut 

off inquiries, issue solicitors permits, answer inquiries regarding elections and voter 

registration, complete purchase orders, complete water and sewer work orders, 

answer general inquiries regarding assessor's property records, assist with mailings, 

make Board of Review appointments.  

 

ESSENTIAL FUNCTIONS, QUALIFICATIONS AND KNOWLEDGES, SKILLS AND 

ABILITIES FOR EMPLOYMENT 

 

All of the following functions, qualifications, knowledge, skills, abilities (KSA's) and duties are 

essential. An employee in this class, upon appointment, should have the equivalent of the 

following: 

 

Thorough knowledge of modern bookkeeping and accounting principles, practices and 

procedures as related to municipal operations. 

Considerable knowledge of general business, supervisory and statistical procedures. 

Considerable knowledge of the functions, structure and organization of municipal government. 

Ability to prepare complex financial records and reports. 

 

Ability to organize and supervise the work of others. 

Good judgement, initiative and resourcefulness in solving problems. 

Ability to work effectively with other officials, employees and the general public. 

Ability to work effectively with numbers to complete duties 1 through 9. 

Ability to communicate effectively to complete duties 2, 5, 7, 8, and 9. 

Ability to see well to complete duties 1, 2, 5, and 7. 

Ability to hear well to complete duties 1, 8, and 9. 

Required education includes Bachelors degree in finance, accounting, business administration or 

related field. 

Five years experience performing responsible accounting, bookkeeping and related 

administrative work, including supervisory responsibility is required, with significant 

governmental accounting experience. Surety bond also required; notary public certification 

preferred. 

A valid Michigan drivers license is also required. 


