
FISCAL MANAGER

Fair Labor Standards Act: (Administrative) Salaried –exempt position

Position Purpose:

The purpose of this position is to perform administrative, supervisory, and technical work in serving as the Fiscal Manager for the Montachusett Regional Planning Commission (MRPC).  Manages and directs accounting activities related to the daily business operations of the MRPC. Ensures that all procurements, payroll and fiscal obligations are met and conducted in accordance with federal, state and local laws.  Ensures the proper record management and maintenance of financial records, processes all financial payments, controls expenditures of all MRPC funds, and maintains financial records and transactions.  Oversees in a participatory manner Budgetary Development, Monitoring and Analysis; Duties and responsibilities include but are not limited to: Accounts Payable/Receivable; Payroll; Purchasing Implementation; performs all other related work as required.  

Supervision:
Supervision Scope: Exercises considerable independent judgment and initiative in the planning, administration and execution of the MRPC financial services, in the interpretation and application of laws, regulations and procedures, and in the direction of personnel. Works independently in formulating decisions regarding functional procedures, operations, and plans. 

Supervision Received:  Works under the administrative direction of the Executive Director with duties and responsibilities defined by state and federal laws an MRPC policies. Works independently; questions generally referred to superior only when clarification of operating policies and procedures are needed.  Coordinates all functional efforts related to budget and finance with the Executive Director.

Supervision Given:  May be assigned supervisory responsibility for one (1) fiscal assistant and other accounting staff as intermittently assigned i.e. Executive Assistant.  Reviews employees’ performance, and counsels and disciplines staff consistent with MRPC policies.  

Job Environment:
Work is performed under typical office conditions; noise level is moderate.  

Operates computer, calculator, telephone, copier, facsimile machine, and other standard office equipment.

Makes frequent contact with MRPC employees, municipal officials, and other governmental agencies; regularly interacts with outside auditors, software companies and other vendors; communicates in person, by telephone and via standard reports.  

Has access to department-level confidential information with regard to personnel and payroll.

Errors could result in significant confusion and delay and have significant financial repercussions; errors could cause exposure for MRPC to certain legal liabilities. 

Essential Functions:
(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)
Provides general accounting services for overall Commission operations.  Maintains necessary financial records and supportive documents on a current basis.  Utilizes specialized accounting software systems i.e. Grants Management Systems (GMS).
Prepares interim financial and other reports [i.e. cash flow and surplus/(deficit) statements]; reviews and maintains Commission fiscal activities.

Coordinates financial activities with all Project Managers/Directors; provides assistance to the Executive Director and other administrative staff in maintaining office operations.

Supervises and trains accounting staff as assigned.

Prepares payroll, federal and state tax deposits, coordinates preparation of tax return with auditor/CPA, 1099 Forms, W-2 forms, retirement system and health insurance reports.

Benefit financial processing in coordination with the Administrative and Human Resource Director.

Ensures all employee benefit contributions are processed and paid (i.e., Group Insurance Commission, State Board of Retirement, Health and Dependent Care Spending). 

Prepares monthly cash schedule and warrant.
Completes all accounts payable functions such as writing checks, recording bills paid, entering expenditures in accounting ledgers.

Completes all accounts receivables functions. 

Processes MRPC deposits and withdrawals at the bank, as assigned by supervisor.

Maintains and tracks leave time balances for all employees.
Responsible for the administration of all insurance policies.
Processes requisitions for all agency purchases.

Invoices funding agencies for Commission contracts.

Executes required monthly and quarterly procedures, in accordance with the latest approved MRPC accounting procedures and manual.

Maintains familiarity with the requirements of contracts, ensuring that all financial transactions are in accordance with Federal and State laws, regulations and policies (i.e. Federal OMB Super Circular)
In consultation with the Executive Director and MRPC Auditor/CPA updates and adjusts audited financial information as needed.  
Periodically evaluates internal control and accounting procedures for consistency with generally accepted accounting practices.

Develops an accounting system that will generate trial balance for Commission members on a monthly basis.

Responsible for maintaining accounting services, preparing interim financial, budgetary and other status reports. 
Develops criteria for and periodically reviews accounting and banking arrangements; analyzes and implements responsibilities from the viewpoint of protecting the Commission’s interest, as well as efficiency.

Provides planning staff with all Programs financial information related to all contracts to ensure adequate funding is available to provide services. 
In consultation with the Executive Director, develops and monitors the annual budget, and the financial portion of all grant proposals.

Audit preparation through audit completion.
Performs similar or related work as required.

Recommended Minimum Qualifications:
Education, Training and Experience:

Bachelor’s degree in finance, business administration, public administration or closely related field; five years of progressively responsible finance experience; Past supervisory experience helpful; or any equivalent combination of education and experience.  

Knowledge, Ability and Skill:

Knowledge: Expert knowledge of financial and budget management and all related planning agency laws, policies, and regulations.  Complete working knowledge of computer applications for financial and budget management.  Thorough knowledge and experience with the preparation of payrolls; working knowledge of computerized payroll system.  Working knowledge of State and federal purchasing regulations, laws and policies. Knowledge of accounting practices and procedures and ability to apply such knowledge to accounting transactions.  Knowledge of auditing methods, procedures, and practices. 

Ability: Ability to analyze and interpret financial data and to present findings clearly in written and oral form in a public setting (i.e. agency clients, board members, employees).  Ability to gather financial information using information technology, and to run complicated computer-generated reports.  Ability to establish and maintain effective and harmonious working relationships with employees and commission members.  Ability to plan, organize and supervise the work of subordinate personnel in a manner conducive to full performance and high morale.  Ability to communicate effectively in written and oral form.  Ability to establish and maintain complex financial record keeping systems. Ability to prioritize multiple tasks and deal effectively with interruptions, often under considerable time pressure.
Skill:  Skill in operating computers and utilizing appropriate software applications.  Aptitude for numbers and details.  Excellent organizational skills.  Skill in bookkeeping and generally accepted accounting practices.  Skill in all of the above listed tools and equipment. 

Physical  Requirements:


The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

Tasks require the ability to exert light physical effort in sedentary to light work, but which may involve some lifting, carrying, pushing and/or pulling of objects and materials of light weight  (5-10 pounds).  Tasks may involve extended periods at a keyboard or workstation.  Some tasks require the ability to communicate orally.  Regular close vision to work with small numbers and details.

(This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer as the needs of the employer and requirements of the job change.) 
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