MANAGER OF FINANCIAL AND MANAGEMENT SERVICES
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DEPARTMENT: Finarcial and Management Services
NATURE OF WORK:

Performs broad manegerial work in thedirection and coordination of al | activitiesof Financia and Management
Services.

Responsble for directing the finandal and general services activitiesof the County. Work is performed with
independence of judgment and action within the framework of pertinent policies, laws, and regulations and is
subject to the executive directionand oversight of the County Adminidrator. Workisreviewed by the County
Admindrator and Board of Supervisors through conaultations, periodic reports, conferences, and meetings.
Work isevaluated on analyses of results obtained. Work involvesplanning, directing, and coordinating agroup
of divisonsthat providefiscal and support servicesto the County aswdl as supervising the training, ass gnment,
and discipline of dl employeesof FMS

ESSENTIAL FUNCTIONS OF THE JOB:

Plans, organizes, coordinates, and directs all adtivities of the Accourting, Fleet Mantenance, Information
Management, Real Estate Assessments, and Purchasing Divisions, hires, evaluates the performance and
recommendsdisciplinary action; coordinates policy development of subordinate divisonsand presentsnew or
revised policiesto County Administration and the Board of Supervisors; oversees the preparation and execution
of budgets by divison heads and prepares and preserts budgets for dl County operations to the Board of
Supervisors.

Evaluates financia problems and devel ops efficient solutions.

Initiates and adjusts departmental methods to meet new situations and to improve exiging operations in
effectiveness

Formulates departmental policiesand regu ations in consutation with supervisory staff.
Serves as liaison to the Treasurer, Commissioner of the Reverue, and the Williamsburg/James City County
School Board; provides them with fiscal and support services as appropriate and makesreconmendations to

County Administration regarding their needs; may be assigned special projects related to these aress.

Serves &s fiscal advisor to County Administration and the Board of Supervisors, develops, recommends, and
implementsfiscd policy for James City County.

Recommends dternatives, implements and coordinates debt financing for James City County.

Representsthe Countyinall finandd matterswith state and federal agencies and ensures that the County mesets
all state and federal statutory financial requirements.
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Advises County Adminidration and the Board of Supervisors on all matters having financial implications.
Reviews dl County departmenta budgets and resolves budget issues with County Administration.

Serves as the interface with banks and auditors.

Serves as County representative to Juvenil e Detention Commission and other regional committees as assigned.
Promotes and ensures proper employee training and compliancewith County safety program and departmerntal
safety procedures; ensures that dl equipment, materials, and work condtions are adequatdy maintained to
prevent accidents.

Performs relaed work as required.

JOB LOCATION AND EQUIPMENT OPERATED:

Duties are performed in an office setting. Operat estelephone, computer keyboard, copy machine, and adding
machine.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:
Thorough knowledge of the principles and techniques of public management.

Thorough knowledge of accounting, auditing, and budgeting principles, concepts, and practices especially
pertainng to public sector.

Considerable knowledge of information systems purchasing, and real estate assessment practices and trends.
Ability to supervise alarge and diversified staff.

Ability to make sound decisions.

Ability to make effective presentations to County Administration and Board of Supervisors.

Ahility to establish and maintain effective working relationshipswith staff, County officials, and representatives
from the private sector or other municipalities.

Ability to communicate effectively, both orally and in writing.

MINIMUM QUALIFICATIONS:

Master's degreein bugness or public administration or arelated field; certification asaCPA ishighly desirable;
five years of experience managing a financid functionincluding supervison of professona and clericd séff,

preferably in a local government; or any equivalent combination of acceptable education and experience
providing the knowledge, skills and abilities cited above.
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