Middletown, CT
Job Description

Classification Title Supervisor of Account Management
Job Code

Department Multi-Department

Union Group AFSCME 466

FLSA Status

Pay Grade

PURPOSE OF POSITION
The purpose of thls posmon is to manage the accountlng and financial operatlon of

ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

o Reviews budgets-in-Finance-to-ensure-fund-accuracy—Ensures-availability-of-funds
and-aceuracy-ofline-items-purchase orders pertaining to capital projects funded by

grants, loans or entitlements. Reviews expenditures to validate accuracy.

e Submits paperwork to receive state/federal drawdowns or reimbursements and to
secure funding for projects.

e Prepares principal and interest payment for yearly budget. Completes fiscal year
end |ournal entrles to reflect income from previous vear +tems—f-9r—th€—@emmen

o Reviewspayments-sentto-Financeforaceuracy-Oversees operations of office,

billing and reporting needs. Reviews and verifies invoices for payment. Ensures
payments are processed for licenses. Submits financial reports.

e Supervises office staff. -pProvides training and instruction. :pPlans,; coordinates,
assigns and reviews work. —aAllocates personnel and maintains standards.

. Supervises financial record keenina functions includine.i

ledgers-Processes payroll for department employees.

e Prepares a variety of reports, documents and correspondence. :-pPrepares financial
audits in accordance with GAAP on general fund and other assigned funds.
Conducts general fund audit.
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e Receives and responds to complaints and inquiries from vendors, auditors and city
personnel regarding finance issues.

o Perform other related duties as assigned.

Formatted: Highlight
Note: Included supervisory responsibilities in JD development. (one incumbent
had formal supervisory responsibilities while the other did not)

MINIMUM JOB QUALIFICATIONS
Education and Experience

Bachelor’s degree in Accounting or closely related field with four years of progressively
responsible accounting/supervisory experience.

Appropriate education substitutions can be made.

PREFERRED QUALIFICATIONS

KNOWLEDGE, SKILLS, and ABILITIES

| +—Reguires-the-aAbility to perform upper-level data analysis including the ability to
coordinate, strategize, systematize and correlate, using discretion in determining

) , lecisions.
o Reguires-the-aAbility to provide first line supervision. Ability to persuade, convince,

and train others. Ability to advise and to provide interpretation regarding the
application of policies, procedures and standards to specific situations.

| o Reguiresthe-aAbility to utilize a wide variety of reference, descriptive, consulting,
design and advisory data and information such as financial statements, grants,

| obligations, purchase orders, cost projections, accounting prineipalsprinciples,
budgets, invoices, requisitions, meeting minutes, journals, ledgers, procedures,
ordinances, charter, and ren-reutinenon-routine correspondence.
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state-and-ocal-governmentofficialsand-the-public-Ability to read and dissect

contracts for compliance

local and federal government processes

Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population

Ability to Wwork independently

Ability to Rread, analyze, and interpret standards, policies, procedures, and
regulations

Ability to Bdevelop and write reports, policies, and correspondence
Ability to Hhandle common inquiries or complaints

Ability to Wwork with mathematical concepts such as probability and statistical
inference

Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions

Ability to Pperform mathematical computations such as addition, subtraction,
multiplication, division. Calculate percent distributions, increase rates, and similar
computations.

Ability to Eexercise good judgment and focus on detail as required by the job

Ability to ©operate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

Ability to Yuse (or learn to use) computer software and systems applicable to the
position

Ability to Ffollow oral and written instructions and procedures

Ability to €collect, organize, and interpret data and prepare accurate records
Ability to ©Scompare data from a variety of sources for accuracy and completeness
Ability to ©organize large volumes of detailed data and information

Ability to Vverify and maintain accuracy of detailed data and information, detect data
errors

Ability to Mmeet schedules and deadlines of the work unit




Middletown, CT
Job Description

Classification Title

Supervisor of Account Management

Job Code

Department

Multi-Department

Union Group

AFSCME 466

FLSA Status

Pay Grade

¢ Ability to €communicate in English effectively orally and in writing

o Ability to Mmaintain well-organized materials, files, systems and tools
o Ability to Aadapt to changes in work situations and priorities

e Ability to Rreason/analyze; use logic to identify and resolve problems
e Ability to Eevaluate, organize, and summarize data and information

e Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities

o Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.

PHYSICAL REQUIREMENTS

Exerting up to 10 pounds of force occasionally, a negligible amount of force frequently,
and/or or constantly having to lift, carry, push, pull or otherwise move objects, including
the human body. Sedentary work involves sitting most of the time. Jobs are sedentary
if walking and standing are required only occasionally and all other sedentary criteria

are met.
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WORKING CONDITIONS

The working conditions described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Position requires stooping, kneeling, crouching and reaching.

The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created: 03/15/15
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