DIRECTOR OF ADMINISTRATIVE SERVICES

FINANCE/PERSONNEL/RISK MANAGEMENT

(MANAGEMENT POSITION)

SALARY RANGE: S-10 $7,641.75 - $9,288.59 per month
UNDER THE DIRECTION OF:  City Manager
GENERAL DUTIES:

Under administrative direction to plan, organize and direct all activities of the Finance, Personnel, and Risk Management Departments and systems of the City.  To establish and maintain accounting of City funds; to control expenditures in accordance with appropriations; to administer the personnel and risk management programs of the City and other related work; and, assist the City Manager as needed and/or required.
CLASSIFICATION:

This position is classified as a key City management position. Successful performance requires the ability to work independently and perform multiple, highly complex, technical and confidential tasks. This management position is distinguished from other supervisory staff in that the position is a professional level experienced classification requiring a degree in Business Management/Administration, Public Administration or a combination of education and experience, well-skilled in accounting, with sufficient administrative staff experience.   
Example of Key Duties:  (Duties are illustrative and not inclusive)
· Oversees and ensures the Finance, Personnel and Risk Management functions of the organization are effectively carried out;

· Plans, organizes, and develops accounting policies and procedures including internal controls within the guidelines of  the organization and the law;

· Develops documents as needed for bookkeeping/accounting and processing of claims, expenditures, purchases, budget data, salary warrants, subventions, and taxes, etc.

· Advises the City Manager, City Council and Department Heads on financial matters including preparation of the budget, FY Budget Reviews and annual Audit;

· Prepares information, coordinates and leads the annual audit process as well as other audits as needed/required; 

· Grant Management and financial reporting;

· Makes recommendations concerning personnel needs, staffing requirements, policies and procedures, prepares classifications with pay plans and assists in their continuous administration; 
· Develops and administers organization’s Safety and Risk Management Programs:
· Administers the City’s Payroll, Retirement and Benefit Plans;
· Ensures proper development and maintenance of personnel records; answers inquiries and advises employees on personnel and benefit matters; maintains the strict confidentiality of privileged and confidential information;
· Organizes, administers and performs assigned centralized personnel services, such as recruitment, selection, classification, affirmative action and compensation; develops plans and programs to maximize the productivity of personnel;
· Reviews performance evaluations for conformance; ensures evaluations are performed in a timely manner; coordinates events to maintain healthy management-employee relations; advises managers of the due process requirements of employee discipline; and recommends amendments to personnel rules and regulations;
· Stays up-to-date on new laws, rules and regulations affecting Finance, Personnel and Risk Management and keep City Manager and Management Staff advised;
· Develops reports and other required documents for presentation to the City Council, City Manager and others as needed/required;

· Oversees and supervises entire Finance Department which includes (but not limited to) Customer Service, Utility Billing and Receivable, Utility Department Financial Reports, Business License, Water Reports and all other related responsibilities;
· Performs other duties of a similar nature or level as needed/required.

QUALIFICATIONS:

Education:
Bachelor’s Degree in Business Management/Administration, Public Administration or a combination of education and experience; must be well-skilled in accounting, with sufficient administrative staff experience; and, a minimum of five (5) years of  significant experience in finance, personnel and risk management fields.   

JOB REQUIREMENTS:   
Knowledge of: (at entry)
· Principles and practices of:

· Municipal legislative proceedings; management and administration;
· Budget preparation, audits, and overall financial administration;
· Human Resources/Personnel Management and systems;
· Risk Management and programs;
· Applicable laws, rules, regulations and ordinances;
· Municipal Software Systems;
· Computer applications related to work

· Time management and scheduling; 
· Records retention and storage;
· Contract and agreement processing;
· Policies, procedures and functions of local, state and federal government;

· Notary Law.
Skills: (at entry)  
· Managing multiple tasks, often with competing deadlines;
· Planning, coordinating and directing a variety of services, assignments, projects and programs;
· Preparing, administering and monitoring City Budget, including Capital Improvement Budget;
· Auditing processes;
· Compiling and analyzing complex research, budgetary and operational data;
· Excellent planning and organizational skills;
· Providing administrative/professional leadership;
· Using sound, independent judgment while working within established policy and procedural guidelines;
· Handling difficult situations appropriately;
· Communicating effectively both orally and in writing, including making effective public presentations and dealing with a variety of individuals from various socio-economic, cultural and ethnic backgrounds, in person and over the phone;

· Operating and oversight of municipal software systems;

· Operating computers and information technology systems;

· Operating communication systems and office equipment.                                   
LICENSES/CERTIFICATIONS:
California Driver’s License with a satisfactory driving record; and Notary Certification.

ALL FULL-TIME EMPLOYEES ARE REQUIRED TO HAVE A VALID CONTACT TELEPHONE.

EMPLOYEES SHALL WORK HARMONIOUSLY WITH ALL CITY EMPLOYEES.

EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER
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