FINANCE DIRECTOR
CITY OF OTSEGO, MI (population 4,100)

$93K-$98K
Full Competitive Benefit Package
4-Day Work Week

Description:  
[bookmark: _GoBack]The City of Otsego is seeking a new Finance Director.  The retiring Finance Director is leaving after 35 years of service.  The City of Otsego operates with 12 funds and zero debt (General Fund- $2.5M, $10.5M in total).  The City of Otsego is a growing small town in Allegan County which is ideally situated between Kalamazoo and Grand Rapids in southwest Michigan.  We feel it is a pretty special place.  For more details please review the brief Community/Staff/Job Profile link below:   

To Apply:
Please email all materials to City Manager Aaron Mitchell at amitchell@cityofotsego.org.  
Materials must include:
· Cover Letter
· Resume
· 3 Professional References
For any questions please contact Aaron via email or phone at 269-694-6146. 

Essential Duties and Responsibilities:
1. Plans, evaluates and directs departmental policies, programs and operations related to all financial and budgetary activities of all City funds.
2. Works closely with the City Manager and Department Heads to advise and support them with their finance and accounting related tasks. Directs the financial operations of the City by an established central accounting system within commonly accepted governmental accounting principles.
3. Prepares financial statements and reports as requested by the City Manager.
4. Directs, organizes and facilitates the annual financial audit (and Single Audit if needed).
5. Supervises the data processing functions to ensure that required programming is in place and that necessary records and reports are produced in a timely manner.
6. Serves as financial advisor to the City Commission and City Manager.
7. Adheres to, reviews and improves financial processes and policies in coordination with the City Manager.
8. Responsible for all City invoicing and collections processes.
9. Budget: Gathers and organizes budget data. Coordinates and plans with the City Manager and Department Heads in preparation of the budget.  Creates and presents the annual City Budget.  Tracks and monitors the budget throughout the fiscal year.  
10. City Capital Investments: Tracks financial and non-financial assets for the City.  Maintains the assets on the Fixed Asset module within BS&A. Develop and maintain a capital improvement plan. 
11. Maintain and update the chart of accounts to comply with State of Michigan requirements.
12. Prepares and distributes all financial reports.
13. Seek out, submit and track revenues and grants of all kinds.
14. Provide excellent customer service in all interactions.
15. Responsible for cash forecasting and investment of City funds in accordance with state statute and the City’s investment policy.
16. Responsible for supervising purchasing in accordance with the City’s purchasing policy.
17. Responsible for supervising payroll administration which includes 2 labor agreements.
18. Responsible for property tax administration and coordinating with the City assessor and Board of Review.
19. Responsible for filing applicable state and federal reports such as W-2s, 1099s annual financials, unclaimed property and grant funding requests.
20. Maintains historical financial records in accordance with City’s retention policy.
21. Responsible for property, liability and fleet insurance renewal.
22. Responsible for administering worker’s comp insurance, including annual renewal and audit. 

Supervisory Responsibilities: 
The Finance Director oversees the activities of the finance department and staff (1 full-time employee and 1 part-time employees).  Manages subordinate professional staff.  Is responsible for overall direction and coordination. Carries out supervisory responsibilities in accordance with the City’s policies and applicable laws. Responsibilities include interviewing and training employees; planning, assigning, and evaluating work products.
Education and/or Experience:
Bachelor’s degree in Accounting, Public Finance or a closely related field; supplemented by four (4) to six (6) years of extensive, progressively responsible experience in a municipal financial administrative position in a similarly sized agency; or an equivalent combination of training and/or experience. A CPA designation is a plus.
Other Skills and Abilities:
A. Knowledge of the laws and policies governing municipal finance and accounting practices and procedures.
B. Knowledge of accounting practices and administrative policies.
C. Knowledge of modern office practices and accounting equipment.
D. Knowledge of municipal bonds and contracts and available investment opportunities.
E. Knowledge of data processing principles and practices.
F. Thorough understanding of BS&A governmental software.
G. Knowledge of supervisory principles and practices and ability to direct and coordinate staff activities.
H. Knowledge of the principles, practices and processes of municipal budgeting. Ability to formulate and install methods, procedures, forms and record systems.     
I. Ability to prepare complex financial reports in a timely and accurate manner.
J. Ability to supervise maintenance of complex administrative records and prepare reports. 
K. Ability to maintain satisfactory working relationships with employees, government officials, private organizations, and the general public.
L. Ability to supervise professional and clerical staff, including assignment of work and review of same.
M. Ability to be effective in written and oral communication in contacts with local, state and federal officials and the general public.
 
 

