
CITY OF LAKE CITY Job Description 

Title: Finance Directorffreasurer FLSA Status: Exempt 

Department: Administration Position Status: Full-Time 

Accountable To: City Administrator Salary Grade: 16 

Prepared By: Springsted, Inc. Revision Date: March, 2014 

Job Summary: 
Performs complex professional work planning, organizing and directing the City's finance department including 
financial planning (budget preparation and administration), financial operations (treasury, accounting, financial 
reporting, cash collections, accounts receivable, cost accounting), and risk management. Provides 
recommendations to the City Administrator for strategic direction of fiscal policy matters to maintain and 
enhance the financial health of the City. Work involves setting policies and goals under the direction of the City 
Administrator. Continuous supervision is exercised over Utilities Cashier and Utility Bookkeeper. 

Qualification Requirements: 
To perform this job successfulfy, an individual must be able to perform each essential function satisfactorily. 
The requirements listed below are representative of the knowledge, skill and/or ability required. Reasonable 
accommodations may be made to enable individual with disabilities to perform the essential functions. 

Essential Duties and Responsibilities: 

1. Directs the City's accounting and fiscal operations including the program areas of accounting, financial
management, financial reporting, banking and investment services, auditing, budget development and
analysis, utility billing, debt issuance and service, property/liability risk management, and related financial
functions.
1.1 Establishes a framework of financial policies, procedures, and standards to address financial oversight,
monitoring, and controls throughout the City and to ensure compliance with GAAP and Federal and State
rules and regulations
1.2 Performs statutory duties of City Treasurer so the financial responsibilities of the City are carried out in
a prompt, efficient, and lawful manner.
1.3 Provides leadership for financial initiatives; recommends alternative financial policies and procedures
so that City operations are as effective an efficient as possible.
1.4 Directs and supervises the preparation of financial reports, schedules, and forecasts so that
management is provided information accurately, timely, and in accordance with acceptable standards and
controls.
1.5 Supervises administrative functions including contracts, grant management, purchasing, fixed assets,
inventories, and collections.

2. Manages the maintenance and development of accounting records and supervises the processing of
accounting transactions, including reconciliation and closing of accounting records and treasury functions.
2.1 Directs the development and maintenance of complex automated financial systems including the data
requirements, creation of data structure, and the establishment of internal operating procedures.
2.2 Posts accounts receivable, tax settlements, creates amortization schedules and assessments; reviews
assessment computations and certifies unpaid assessments and other bills to the County Auditor;
computes and records interest on assessments.
2.3 Assists outside auditing firm with annual audit.
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2.4 Oversees or prepares financial and accounting reports as required; conducts year-end closing; verifies 
accuracy of reports. 
2.5 Oversees deposits and transfers of money between accounts and the reconciliation of accounts; keeps 
Council informed. 
2.6 Oversees and directs the computation of monthly and annual trial balances; posts journal entries to the 
ledger; analyzes monthly expenditures and revenues; adjusts accounts. 
2. 7 Reconciles utility billings to general ledger and adjusts as needed.
2.8 Identifies money available to be invested; tracks due dates of investments and invests funds.
2.9 Coordinates bond issues including the bond purpose, when and where payable, interest rate, and the
payment date.
2.10 Administers grant monies received and prepares related reports.
2.11 Maintains tax settlement receipts from the County Treasurer.

3. Represents the City at meetings, conferences, legislative sessions, and other assigned public affairs.
3.1 Sits on various committees on recommendation for financing of capital improvements, including
participation with other governmental units.
3.2 Actively researches and monitors legislation to determine the impact of mandates, law and regulation
changes affecting the City; costs out specific proposals or mandates.
3.3 Acts as liaison with the state, county, City attorney, engineering firms, financial advisors, bond counsel,
auditing firms, and other City Boards of Commissions.

4. Supports the development of an annual budget for the City; monitors budgetary controls, adjustments, and
reporting requirements.
4.1 Reviews budgets, recommends adjustments, and discusses financial issues with the City Administrator.
4.2 Consults with the City Council, City Administrator, and department heads on the city's financial status,
capital improvement needs, operating conditions, expenditures, financial controls, and related matters.
4.3 Recommends financial controls to process and record expenditures and income relative to budget
constraints adopted by Council and develops recommended tax levy.
4.4 Coordinates entry of annual budget data into the computer
4.5 Reviews and revises departmental budget requests, consolidates departmental budgets and assists in
the budget presentation and administration.
4.6 Prepares monthly budget reports, assists in budget projections, prepares statement on current
operating and capital outlay expenditures.
4. 7 Oversees and monitors expenditures and receipts for accuracy and in accordance with the budget.

5. Performs other duties and special projects as assigned.

Knowledge, Skills and Abilities: 
Comprehensive knowledge of general laws and administrative policies governing municipal financing, practices 
and procedures; comprehensive knowledge of the principles and practices of accounting and budgeting in 
government; thorough knowledge of the practices, methods and laws relating to municipal operations, bond 
and tax increment financing; competent in computer operations and relevant software programs; ability to 
evaluate complex financial systems and efficiently formulate and install accounting methods, procedures, 
forms and records; ability to prepare informative operational and financial reports; ability to plan, organize, 
direct and evaluate the work of subordinate employees in the specialized field of accounting; ability to 
communicate complex ideas, both orally and in writing; ability to formulate long range fiscal planning; ability to 
establish and maintain effective working relationships with other department heads and governmental officials. 

Minimum Qualifications: 
Bachelor's degree with coursework in accounting, finance, or related field and extensive experience in a 
progressively responsible municipal finance capacity, or equivalent combination of education and experience. 
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Physical Demands & Working Conditions: 
This work requires the occasional exertion of up to 25 pounds of force; work regularly requires sitting, speaking 
or hearing and using hands to finger, handle or feel, frequently requires reaching with hands and arms and 
repetitive motions and occasionally requires standing, walking and lifting; work has standard vision 
requirements; vocal communication is required for expressing or exchanging ideas by means of the spoken 
word; hearing is required to perceive information at normal spoken word levels; work requires preparing and 
analyzing written or computer data, operating machines, operating motor vehicles or equipment and observing 
general surroundings and activities; work occasionally requires exposure to outdoor weather conditions; work 
is generally in a moderately noisy location (e.g. business office, light traffic). 

Special Requirements: 
Certified Public Accountant preferred. 
Class D Driver's License. 
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