
City of Idaho Springs

               Job Description



POSITION TITLE:

Finance Officer
DEPARTMENT:

Administrative


POSITION SUMMARY

The Finance Officer works for the City Administrator. This position is responsible for internal and external financial reporting, fund accounting, accounts payable, accounts receivable, assistance in budget, payroll and sales/use tax. The Finance Officer works in the Administrative Department performing financial duties as necessary. This is an exempt, salaried position.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Reconcile all funds and appropriations of the City to monthly statements issued by all banks and investment accounts at which the City has funds, not less frequently than monthly.

2. Assist City Administrator with budget preparation, forecasting revenue and expenditure projections. Calculating TABOR limits, property/sales tax rates and preparation of budget resolutions.
3. Completes associated tax filings and payments.
4. File quarterly payroll tax reports.

5. Compile monthly bills to be published and send to newspaper as required.

6. Special projects and assignments ie: Water/Sewer rate studies; CIP and financial policies. 

7. Prepare and file conservation trust and highway user’s reports.
8. Utilizing the computer accounting system, prepares and posts adjusting and recurring journal entries and update general ledger; analyzes and reconciles accounts to general ledger as required; prepares year end accruals adjustments; reversing entries and closes the general ledger.
9. Process and file 1099’s after vendor W9’s are compiled.
10. Work with auditor and City Administrator as necessary to prepare Management and Discussion and Analysis for inclusion in audit.

11. Prepare and submit to the Department Heads and Council in a timely manner after the close of each month a full and detailed account of all revenues and expenditures compared to budget. A financial report including cash account and fund balances.
12. Update and review SAM, Dun & Bradstreet reports online.
13.  Keep an accurate and detailed account of all bonds and loans owed by the City.
14. Provide a complete listing of pending invoices to be included in each City Council meeting packet.  Process all invoices to the City and, upon approval of the City Council, issue payment of the same; checks must be ready for signatures and mailing the day following Council approval.   Maintain files for all accounts payable documents.
15. Assist payroll clerk in entering benefits into payroll after open enrollment.
16. Pay payroll benefits after each pay period.
17. Monitor cash accounts and transfer money when needed.
18. Coordinate with City Treasurer as necessary.

19. Other duties as assigned by City Administrator.

EXPERIENCE AND TRAINING

Formal Education: Undergraduate College Degree in Accounting, Business or related field. Combination of education and experience commensurate with the stated skills and specific duties attendant to this position may be considered.
Certificates and licenses: Possess and maintain valid Colorado Driver License.

Special training or experience: Knowledge of and experience using Microsoft Word, Excel, Caselle. General bookkeeping, payroll and accounting skills.

Skill/ Ability: 
Must possess and maintain good computer skills. Ability to read, understand, interpret and explain the City Municipal Code and State laws pertaining to government.  Write clear, concise and accurate correspondence and reports. 

Physical Demands: While performing the duties of this position, the employee is frequently required to walk, stand, kneel, stoop, bend, lift, pull and push unassisted. Must be able to lift 25 lbs. unassisted.

REPORTING RELATIONSHIPS

This position reports to the City Administrator
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