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Classification Title:  Fiscal Administrator



Grade:  N
Department:  
Citywide





FLSA Status: Exempt 

Union Status:  Nonunion





Date:
6/6/17

GENERAL DESCRIPTION
The Fiscal Administrator performs a variety of managerial duties related to the administration, budgeting, and financial management of the assigned Department. This may include the provision of administrative services for all divisions of a department including boards and commissions; and may be responsible for overseeing Council, board or committee duties including preparation of agenda materials and minutes.
SUPERVISION RECEIVED

Works under the general direction of the assigned supervisor.
SUPERVISION EXERCISED

Provides close to general supervision to staff, as needed.
NATURE OF WORK
Essential Functions:
The list of essential functions, as outlined herein, is intended to be representative of the tasks performed within this classification. It is not necessarily descriptive of any one position in the class. The omission of an essential function does not preclude management from assigning duties not listed herein if such functions are a logical assignment to the position
· Oversees and manages the overall administrative and financial accounting of the Department, including financial reporting and reconciliation activities.

· Prepares schedules and disclosures, supporting financial statements as required in preparation of the annual audit. 

· Makes recommendations on policy/procedure changes to the department director; and establishes procedures for maintaining accountability of all programs -- including special projects.

· Performs administrative tasks associated with budget preparation, budget control, grant application and management; and in the management of assigned equipment, finances, personnel and other resources.

·  Compiles and produces reports on various operations of the divisions overseen.

· Coordinates with the IT&T Division regarding computer program operations including implementation of new systems/software and training of staff.

· Oversees, performs, and maintains statistical and financial records, accounting, invoicing and bookkeeping practices, as well as federal reporting when required.
· Assists in the preparation and implementation of ordinances.
· Assists in the preparation of Request for Proposals, annual contracts for purchase of supplies, services and construction.
· Researches and implements optimization programs. 
· Administers boards and committees, as assigned. Prepares and posts meeting agendas, sends agenda in reminder emails to board members, confirms quorum (cancels steno with clerk as necessary), reserves and sets up room for meeting, posts meeting location signs, obtains draft meeting minutes from City Clerk, files approved and signed minutes with city clerk, works with Mayor to appoint members to board through City Council process, maintains contact information list for all members, etc.
Additional Essential Functions for Assignment to the Finance Department:
· Oversees and manages the overall administrative and financial operating functions of the Department, including purchases, budget control, department purchases, and other activities as assigned.

· Assists the Director in the preparation of schedules and disclosures, supporting financial statements as required in preparation of the annual audit.
· Performs or assigns administrative tasks associated with budget preparation, budget control, and in the management of assigned equipment, finances, personnel and other resources.

· Performs complex administrative duties, including preparation of both routine and confidential correspondence; and composes various correspondences; prepares meeting materials and packets for executive, board or commission review and decision making; maintains executive and administrative calendar.
· Master web-based public meeting software and train department staff Citywide on use.
· Establishes and maintains files; maintains suspense systems for Department Director and follow up on correspondence and reports; logs and schedules meetings; coordinates preparation of agenda materials, takes and transcribes minutes of meetings, and prepares and composes follow‑up correspondence; plans and arranges for in-state and out-of-state travel.

· Greets visitors and officials to office; provides accurate information and/or directs to appropriate individuals or departments; screens telephone calls for Department Director, handles problems, requests and complaints as authorized; keeps Department Director apprised of actions taken; coordinates appointments for Department Director and schedules meetings based on knowledge of his/her preference and personal schedule; logs and tracks incoming documents requiring special processing and signatures.
· Assists in the preparation and implementation of ordinances and resolutions pertaining to the Department, including City Manager follow up requests for information.

· Administers committees, as assigned. Supervises the preparation and execution of all public meetings including, but not limited to, meeting agendas, sends agenda in reminder emails to Council members, confirms quorum (cancels steno with Clerk as necessary), reserves and sets up room for meeting, posts meeting location signs, obtains draft meeting minutes from City Clerk, files approved and signed minutes with City Clerk, works with Mayor to appoint members to board through City Council process, maintains contact information list for all members and various meeting items as needed.
· Coordinate and supervise tracking of performance measures for the Department and aggregate data. 
· Utilizes city budget process, purchasing procedures and personnel rules and regulations; reviews and approves department purchase orders and requisitions; creates purchase orders for divisions, prepares requests for proposals (RFP’s), reimbursement requests, TBAR’s/BAR’s.
· Functions as a member of management team to ensure department operations; assists in interpreting departmental and administrative policies and procedures to internal and external customers; may participate as a member of management negotiating team.

· Participates in the recruitment and selection process, interviews job candidates, recommends hiring; plans, assigns, and evaluates the performance of direct reports; provides direction, training, follow-up and support to employees; determines training needs and takes appropriate administrative actions; makes recommendations effecting employment status of direct reports including retention, advancement, discipline and discharge.

· Oversees general departmental compliance with established city rules, regulations, policies and departmental operating procedures.

· Acts as department’s H.R. liaison in regards to P.A.’s and disciplinary actions.

Minimum Qualifications

Education and Experience
Bachelor’s degree in accounting, management, finance, public administration, or business related field; and 
five (5) years of accounting, record management, bookkeeping, and office administration experience.
Knowledge, Skills, and Abilities
Knowledge of modern office terminology; computerized management information systems; basic arithmetic; payroll principles and practices; human resource policies and procedures; accounting principles and practices, including maintaining financial accounts and records; and the principles and application of supervisory techniques.

Excellent skill in interpersonal relations; and in managing and directing projects and programs.

Demonstrated ability to analyze, plan, coordinate and supervise the work activities of a specific program and/or organizational unit; and plan, assign, direct, and evaluate the performance of others.

Ability to exercise considerable independent judgment and initiative in carrying out assignments; work independently; direct staff in daily activities; evaluate the work of staff; gather and analyze data, draw conclusions, and make and implement recommendations; assist in budget preparation; maintain records; analyze revenue patterns and complete financial reports; calculate and evaluate percentages; analyze and evaluate accounting and auditing problems; exercise insight, judgment, initiative and creativity in analyzing organizational problems; develop pertinent accounting and related data in preparation of reports and statements; learn and effectively utilize the City’s budgetary process, purchasing procedures, and personnel rules and regulations; assist in budget preparation; train and administer policies and regulations; effectively communicate both orally and in writing; use word processing and spreadsheet software; write reports and internal or external correspondence; remain calm in stressful situations; deal with the public in a professional manner; make presentations to boards and commissions as needed; and establish effective working relationships with various city departments and coworkers.
Physical Demands/Work Environment
Work is primarily performed in a typical office setting with frequent visits to operational sites.  Tasks require a variety of physical activities not generally involving muscular strain.  Frequent walking, standing, sitting, carrying, and handling are required in the normal course of essential job duty performance.  Must be able to lift, move, and/or carry over 10 pounds.  Speaking, hearing, and good visual acuity (close, distance, peripheral, depth, and color vision) are essential to the effective performance of position tasks. Common eye, hand, and finger dexterity are required for most essential functions.  Periodic local travel required in the normal course of job performance.  Irregular work hours may be required, including nights, weekends and holidays.
ADA/EEO Compliance

The City of Santa Fe is an Equal Opportunity Employer. In compliance with the American's with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective employees and incumbents to discuss potential accommodations with the employer.
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