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FINANCE MANAGER

DISTINGUISHING FEATURES OF THE CLASS: The duties of this position involve responsibility for
performing a variety of complex accounting and fiscal management functions within an agency. The incumbent
oversees and manages all account keeping functions/activities and the collection, receipt, and processing of
taxes; installs and maintains accounting systems; manages cash flow, oversees the ongoing monitoring of
departmental/agency budgets; determines the need to issue debt instruments; processes and submits necessary
documents and tax reports; and may also perform payroll functions. The work is performed under general
supervision with leeway allowed for exercise of independent judgment in planning and carrying out assigned
tasks. Supervision is exercised over subordinate employees engaged in clerical and accounting duties. The
incumbent does related work as required.

TYPICAL WORK ACTIVITIES: (lllustrative only)

Oversees computerized accounting and billing systems and procedures, and coordinates accounting functions
with all departments/agencies to provide complete and accurate records of financial billing and
budgetary transactions;

May be assigned the management of all accounting functions, including payroll, and the preparation and
submission of all tax reports;

Assists and advises departments/agencies with accounting problems and insures compliance with all New York
State and Federal regulations including, but not limited to, the NYS Uniform System of Accounts,
Generally Accepted Accounting Principles, and Generally Accepted Auditing Standards;

Works with committee and/or the Board to develop and implement policies and procedures for financial and
personnel matters;

May be responsible for preparing all financial resolutions and assists in the Annual Update Document for
reporting to New York State;

Recommends amount, type, and timing of investments and maintains knowledge of current market, monitors
suitability and amount of pledged collateral, and assists in formulating investment policy;

Plans issuance of debt instruments, determines payment schedules, completes tax rate impact, completes IRS
reporting requirements, and prepares official statements;

Aids in the preparation of and compilation of financial reports and accounting data reports for use in budget
preparation and fiscal decision making and may be responsible for the development, implementation,
monitoring, and evaluation of the annual budget with the Director/Supervisor and/or the Board and the
preparation and filing of annual budget application forms and assurances;

Creates and delivers monthly financial reports and prepares reports on the grants and state aide status on
monthly basis to staff, Director, Board, etc. as directed and prepares documentation and reviews all
financial reports for the yearly audit;

Works directly with independent and state auditors during audits;

Performs cash flow projection, analysis, and cash management to facilitate financial transactions and may be
responsible for the approval and processing of vendor invoices for payment;

Confers with Director/Supervisor, auditors, and department heads concerning status of budgetary revenues and
expenditures;

Oversees and supervises subordinate staff engaged in a variety of fiscal operations;

May be responsible for providing the necessary training with staff and trustees on annual report preparation
and oversees, edits, approves, and files all annual reports;




Finance Manager

Conducts special financial and statistical research including new or modified accounting systems as directed by
the Director/Supervisor, regulation, or state and local auditors;
Maintains professional education in order to keep up to date with new and changing standards.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES & PERSONAL CHARACTERISTICS:

Thorough knowledge of modern, general, and governmental accounting, fiscal, and auditing procedures and
techniques including budgeting and appropriation practices;

Thorough knowledge of methods used in keeping financial accounts and records with a computerized system;

Good knowledge of banking procedures including investments and borrowing;

Good knowledge of modern fiscal terminology, practices, and procedures;

Ability to understand, implement, and maintain computerized accounting and billing systems in conjunction
with a data processing operation;

Ability to plan and supervise the work of others;

Ability to prepare complex written reports;

Ability to communicate effectively, both orally and in writing;

Resourcefulness in applying accounting procedures and practices to problems encountered in financial records
and reports.

MINIMUM QUALIFICATIONS: Either:

(a) Graduation from a regionally accredited or New York State registered college or university with a
Bachelor’s Degree and five (5) years of experience in accounting, auditing, and/or budget preparation,
which shall have included supervision; or

(b) Graduation from a regionally accredited or New York State registered college or university with an
Associate’s Degree and seven (7) years of experience as defined in (a) above; or

(c) An equivalent combination of training and experience as defined by the limits of (a) and (b) above.

NOTE: Your degree must have been awarded by a college or university accredited by a regional, national, or
specialized agency recognized as an accrediting agency by the U.S. Department of Education/U.S. Secretary of
Education. If your degree was awarded by an educational institution outside the United States and its
territories, you must provide independent verification of equivalency. A list of acceptable companies who
provide this service can be found on the Internet at http://www.cs.ny.gov/jobseeker/degrees.cfm. You must pay
the required evaluation fee.



