HELIX WATER DISTRICT

April 18, 2011
FINANCE MANAGER
JOB SUMMARY

Finance Manager is an exempt management class. Under policy direction, plans, organizes and directs the activities and programs of the Finance division in providing comprehensive District-wide financial and accounting services; provides professional assistance and guidance to District management on finance and accounting issues; oversees the water conservation division and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Plans, organizes, manages, integrates and monitors the work of the Finance division; implements and monitors long-term plans, goals and objectives to achieve District and division priorities; develops and monitors performance against annual division budgets; develops, and maintains the Five Year Financial Projection and water rate model; manages and directs the development, implementation and evaluation of plans, policies, systems and procedures applicable to department responsibilities.

2. Plans and evaluates the performance of assigned staff; establishes performance requirements and personal development targets; regularly monitors performance and provides coaching for performance improvement and development; recommends merit increases and other rewards to recognize performance; recommends disciplinary action, up to and including termination, to address performance deficiencies, in accordance with the District’s personnel policies and MOU provisions.

3. Interprets District policies, procedures and precedents for managers and employees.

4. Reviews and recommends purchasing policies and procedures.

5. Acts as the Deputy Treasurer for the District; directs and manages the accounting function and assists in the management and investment of cash; prepares the State Controller’s Report; obtains data and prepares special schedules and spreadsheets; conducts special studies as required. 

6. Plans and coordinates the District’s annual outside audit; meets with audit staff and answers technical questions; coordinates field work; reviews the final audit report and recommends the modification of procedures to resolve audit findings.

7. Coordinates and provides support for development of the annual District budget; generates reports and provides historical data; monitors performance against budget and researches variances.

8. Manages the Water Conservation team and ensure the District is meeting goals, objectives and remains in compliance with guidelines, regulations and best management practices.  

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:

1. Principles and practices of general, enterprise, and governmental accounting including financial statement preparation and methods of financial control and reporting.

2. Principles and practices of cost accounting; internal control and audit principles and practices.

3. Principles, practices, laws and regulations governing the investment and management of public funds.

4. Federal, state and local laws, regulations and court decisions applicable to assigned areas of responsibility.

5. Principles and practices of public administration, including budgeting, purchasing and maintenance of public records.

6. Research methods and analysis techniques.

7. Word, Excel and PowerPoint.
8. Principles and practices of effective management and supervision.

Ability to:
1. Plan and direct a broad financial services program.

2. Present proposals and recommendations clearly and logically in public meetings.

3. Evaluate District policies and practices in areas of assigned responsibility and make sound recommendations for improvement.

4. Understand, interpret, explain and apply District, state, and federal law, policy, regulation and court decisions applicable to areas of assigned responsibility.

5. Understand and accurately use the District’s Chart of Accounts.

6. Develop and implement appropriate operational and financial procedures and controls.

7. Prepare clear, concise and comprehensive correspondence, reports, studies and other written materials.
8. Exercise sound independent judgment within general policy guidelines.

9. Demonstrate proficiency in the use and application of computer software as it relates to accounting and financial reporting.

10. Establish and maintain effective working relationships with others encountered in the course of work.

11. Exercise tact and diplomacy in dealing with sensitive, complex and confidential personnel issues and employee situations.

12. Maintain confidential and sensitive information.
Training and Experience:

Training and experience substantially equivalent to graduation from an accredited four-year college or university with a major in accounting, finance, business or public administration or a closely related field; and at least eight years of progressively responsible professional finance and/or accounting experience.
Licenses; Certificates; Special Requirements:

A valid Class C California driver’s license and the ability to maintain insurability under the District’s Vehicle Insurance policy.

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are 
representative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit, stand and walk; talk or hear, in person, in meetings and by telephone; use hands repetitively to finger, handle, feel or operate computers and other standard office equipment; and reach with hands and arms.

Specific vision abilities required by this job include close vision and the ability to adjust focus, depth perception and color vision. 

Mental Demands:

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret complex data, information and documents; analyze and solve problems; observe and interpret people and situations; use math and mathematical reasoning; learn and apply new information or skills; perform highly detailed work on multiple, concurrent tasks with constant interruptions; work under intensive and constantly changing deadlines and interact with those encountered in the course of work, some of whom may be demanding, dissatisfied, upset and/or abusive.

Work Environment:

The employee works under typical office conditions, and the noise level is usually quiet.

GM Approval:  ____________________
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