Jurisdiction:  Schuyler County

Jurisdictional Class:  Competitive

Adopted:  September 17, 2001; Revised:  April 5, 2005

COORDINATOR OF FISCAL OPERATIONS AND BUDGETARY PLANNING

DISTINGUISHING FEATURES OF THE CLASS: 

The work involves responsibility for establishing, implementing and overseeing fiscal policies and procedures in the Departments of Mental and Public Health.   The work is performed under the general direction of the Director of Community Services and Public Health Director and supervision may be exercised over a number of professional support staff.

TYPICAL WORK ACTIVITIES:  

Supervises subordinates in accounting, data entry and/or clerical routines;

Directs or supervises the preparation of fiscal reports related to the departments, state or federal government.  May generate own reporting form or file on-line as time permits;

Represents the department head as the appointed representative in dealing with other agencies and organizations within the scope of fiscal administration responsibility;

Copies and/or develops standard accounting policies and operating procedures in compliance with all regulations and acts;

Acts as consultant with the department head in the development and implementation of all department fiscal policy, routine and special reports and annual department budgets and may attend conferences on it;

Participates in the planning and development of any computer hardware or software systems that may need to be used in the departments for purposes of proper financial reporting;

Represents the department head at organizational meetings alone or in concert for the purposes of gaining electronic or management solutions to administrative problems;

Coordinates or supervises the training of individuals that use the necessary financial software needed to effectively operate the departments’ financial management system;

Manages software upgrades as required to insure regulatory compliance;

Works in cooperative environment to troubleshoot and monitor equipment and personnel problems;

Assists department staff in organizing financial data for its proper entry into systems;

Recommends the employment, discharge and compensation of employees under their supervision;

Arranges training of employees under their supervision;

Recommends vendor providing administrative support services to department;

Performs other financial or administrative duties that may be required.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:
Good knowledge of modern general and governmental accounting, fiscal and auditing procedures;

Good knowledge of methods used in financial accounts and records;

Good knowledge of modern fiscal terminology, practices and procedures;

Ability to plan and supervise the work of others;

Ability to develop training protocol;

Ability to communicate effectively orally and in writing;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:
A. Graduation from an accredited college or university with a Master’s degree or higher in accounting, corporate finance, or business administration; OR

B. Graduation from an accredited college or university with a Bachelor’s degree in accounting, corporate finance, or business administration and seven years of work experience in the financial and/or administrative field in the first or second tier supervisory capacity.

NOTE:  A CPA certification may substitute for five of the seven years of required work experience.
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