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[bookmark: _GoBack]Purpose:
Performs administrative, supervisory, and technical work necessary to maintain and balance the Town’s financial records, completing all required reports, and ensuring proper preparation of financial transactions. Performs all other related work as required. 
Essential Functions:
(The essential functions or duties listed below 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.)
Maintains all of the municipality’s financial records including a general journal, general ledger, and subsidiary ledgers. Ensures proper procedures are being followed in accordance with MA General Laws and the Town’s financial policies. Annually prepares various required reports to the DOR Director of Accounts.
Responsible for the operation of the accounting office; reviews bills and payrolls to ensure that they are within budget and are lawful expenditures, withholding payments if payment is not lawful or from an approved appropriation.
Custodian of all municipal contracts and surety bonds.
Certifies in advance the availability of an appropriation for any construction contract in excess of $2,000.
Monitors appropriations for over-expenditure, notifying Town Manager and Finance Committee if one is near and takes necessary steps to rectify.
Furnishes to the assessors and department heads a written report detailing receipts collected from the preceding fiscal year from sources other than taxes, loans, and trust funds, for use in the Tax Rate Recap.
Provides the Assessor with varied information as part of the current year tax rate setting process.
Reconciles cash and accounts receivable balances in the General Ledger with the appropriate department head.
Works with grant writers to build folder which includes all applicable documents such as grant applications, award letters and signed contracts to support an audit. Prepares expenditure reports for reimbursable grants and monitors receipt of funds.
Compiles an annual report stating receipts and expenditures for the past fiscal year from all funds.
Meets and collaborates with the Town Manager regarding next fiscal year’s budget setting process.
Serves as the accounting software administrator. Monitors and maintains all software pertinent to financial record keeping of the town.
Monitors and maintains Fixed Asset Inventory for the Town in accordance with GASB 34 Statement.
Performs similar or related work as required, directed or as situation dictates.
Supervision:
Supervision Scope:  Performs highly responsible duties of a complex nature requiring considerable judgment and initiative involving the planning, administration and execution of the department's programs and services, and in the direction of personnel.
Supervision Received:  Works under the administrative direction of the Town Manager and in accordance with the applicable provisions of the Massachusetts General Laws and local bylaws. Employee generally establishes own work plan and priorities, using established procedures to complete work in accordance with established policies and standards.

Supervision Given: Supervises one full-time position.

Recommended Minimum Qualifications:
Education, Training and Experience:
Bachelor’s degree in accounting or business administration or related field; minimum of three to five years of progressively responsible related experience in public sector finance, or any equivalent combination of education and experience.

Special Requirements:

Certified Governmental Accountant desired.
Knowledge: Thorough knowledge of modern municipal fund accounting theory, principles, and practices, and of applicable provisions of the Massachusetts General Laws. Knowledge of internal control procedures and bookkeeping and accounting procedures and systems. Working knowledge of the organization and operation of town departments. Thorough knowledge of computer applications for accounting and financial management. 

Ability: Ability to analyze and interpret financial data and to present findings clearly in written and oral form. Ability to maintain effective working relationships with town officials, departments, boards/committees, governmental representatives, and the public. Ability to communicate effectively in written and oral form. Ability to multi-task and plan work to meet deadlines. Ability to solve software problems. Ability to maintain complex records and prepare reports from such records. Ability to operate standard office equipment. 

Skill:  Proficient skill in computers and appropriate software applications to include MS Office applications. Aptitude for numbers and details. Excellent organizational, planning, and analytical skills.

Physical Requirements:
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. 
Regularly required to walk, stand, sit, talk, and hear; operate office equipment; pick up paper, files, and other common office objects. Ability to view computer screens and work with details for extended periods of time. Must be able to communicate effectively in writing and orally. Vision and hearing at or correctable to normal ranges.
Job Environment:
· Work is performed in office conditions; the noise level is moderate.

· Operates computer and general office equipment, such as calculator, copier, facsimile machine, and telephone.

· The employee has regular contact with the town departments, state and other agencies, and vendors.

· The employee has access to information relating to employment contracts and legal discussions.

· Errors could result in delay or loss of service, monetary loss, or legal repercussions.

(This 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.)
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