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VALENCIA COUNTY

JOB DESCRIPTION

The following statements are intended to describe the general nature and level of work being performed.  They should not be considered an exhaustive list of all responsibilities, duties and competencies required in the position.

JOB TITLE:


Finance Director
DEPARTMENT:

Administration

JOB CODE:


401-A3-01

PAY STATUS:

FLSA-Exempt
PAY RANGE:


DOQ


DEADLINE TO APPLY:
First review of applications January 20, 2012, then weekly until filled
JOB SUMMARY:
Manages and coordinates all financial operations for the Valencia County, to include budget preparation and management, general accounting, accounts payable and accounts receivable, IT and business resources planning and management.

DUTIES AND RESPONSIBILITIES:

1. Manages County budget preparation, submission and control, business planning and management. 

2. Ensures financial and accounting compliance with all county, state and federal regulations.

3. Develop and oversee the Internal Review function to ensure that finance and operations controls and policies are complied with. Ensure effective follow up processes are in place.

4. Monitors all county departments to ensure compliance with budget guidelines; presents recommendations for changes and procedural improvements regarding monitory control and budget management.

5. Coordinates and prepares financial reports and other related information for presentation to the Commission during budget reviews.

6. Will supervise the procurement officer for the County; evaluates or negotiates contracts for purchasing services to include bids, purchase orders, and purchase requisitions.
7. Coordinates the preparation of periodic financial reports, quarterly reports, special analyses, and presents reports to management.

8. Monitors and maintains contract management, lease agreements; manages cash deposits and ensures processing of billings and payments.

9. Participates in development and implementation of county fiscal policies, objectives and short-and-long range goals.

10. Interacts with independent auditors and facilitates year-end audits.

11. Ability to lead complex projects through to an end point.

12. Provide coaching, guidance and support, set professional development plans to assist employees to reach their full potential through the Performance Management process.  

13. Performs other miscellaneous job-related duties as assigned.

MINIMUM EDUCATION AND EXPERIENCE REQUIRED:

· Bachelors degree in Accounting or similar plus 7 years highly responsible accounting experience, of which 5 years must be in a supervisory capacity.  A Masters Degree may substitute for 2 years of experience.  

· CPA or similar.
· Knowledge of finance, accounting, budgeting, and cost control procedures.

· Ability to analyze, interpret financial data and prepare financial reports, statements and projections.

· Ability to prepare budgets and manage fiscal responsibilities.

· Knowledge of management principles and practices.

· Knowledge of software to prepare, quantify and illustrate financial reports, statement and projections.

· Ability to supervise and train employees to include allocating work assignments.

· Ability to plan, develop and implement short-long-range plans and goals.

· Knowledge of cash management principles and procedures.

· Knowledge of accounts payable procedures and practices.

· Ability to communicate effectively, both orally and in writing.
· Other duties as assigned.
LICENSURES AND CERTIFICATIONS REQUIRED:

- Valid New Mexico driver's license.
- CPA or similar (e.g. CMA, CGA, etc.)
OTHER CONDITIONS OF EMPLOYMENT:
· No history of felony 
WORKING CONDITIONS:
Work is typically performed in an interior office environment.

Work involves minimal exposure to physical risk.

Little or no significant physical effort required to perform duties.

PRE-EMPLOYMENT REQUIREMENTS:

1. Interview

2. Criminal record check.

3. General employment background check.

4. Driving record check.

5.
Pre-employment physical and drug test.

I hereby affirm that I have received a copy of the position specifications listed above; I acknowledge that it is my responsibility to familiarize myself with the duties and expectations of the position described.

Applicant: ______________________________
Date: _______________________

VALENCIA COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER


