CVOEO Position Description
	Program
	Administration

	Title
	Fiscal Director

	Reports to
	Executive Director

	Supervises
	Fiscal Staff of at least 4


Job Summary
To direct and manage all agency budgeting and accounting functions.
Summary of Essential Job Functions
Plan, implement, administer, coordinate, monitor, and evaluate the specific activities of all assigned financial and administrative functions.  Develop and modify policies/procedures/systems in accordance with organizational needs and objectives, as well as government regulations.

Exercise supervisory authority over 4 or more staff members.  Plan and conduct training and staff meetings.  Confer regularly with staff to plan and coordinate activities, assign and review work, assist with difficult or unusual tasks, resolve problems, and so forth. Evaluate job performance and recommend pay increases.

Monitor all delegated accounting, budget management and other business office functions regularly, dealing with a variety of problems that arise on a daily basis.  Review and approve major or unusual transactions, key internal and external reports, and the like.

Supervise, coordinate and perform a full range of professional accounting duties associated with all agency accounting and financial reporting functions, including specialized fiscal grants management tasks:

· ensure the overall integrity of the accounting system, maintaining appropriate internal controls and in-house auditing systems;

· ensure compliance with all relevant state and federal accounting and financial reporting requirements;

· supervise and assist as needed with daily accounting operations, including receipts, disbursements and accruals, payroll, cash account balances, and the like;

· perform various cash management functions, including cash flow projections, investment, drawdown of federal grant funds, and so forth;

· coordinate/carry out the preparation of external fiscal reports;

· coordinate external financial audits, and serve as liaison with outside auditors;

· prepare/oversee the preparation of a variety of regular and special internal accounting/financial statements and reports for staff, the Executive Director and the Board

· perform/oversee a variety of account, general ledger and financial statement reconciliation functions.

· monitor, analyze and report status of contract/grant awards, identifying existing or potential problem areas.  Review contract/grant terms, establish fund accounts, approve and sign checks.

Oversee, coordinate and carry out a variety of agency budget management functions, such as coordinating the annual budget planning process, presenting and explaining budget reports to staff, the Executive Director and the Board, monitoring budget to actual expenditures, producing regular and special budget reports, and the like.

Keep abreast of changes in tax regulations and other government requirements and guidelines, and modify/recommend modifications o of accounting policies /procedures to ensure compliance.

Confer with the Executive Director and other agency personnel to plan, coordinate and evaluate activities/projects/systems, exchange information, investigate and resolve problems, provide technical assistance on accounting/budget/insurance related matters, and the like.  Attend staff/committee meetings and training sessions.

Oversee/coordinate the development and implementation of agency data processing systems.  Supervise data processing functions delegated to staff.

Coordinate and oversee insurance coverage:  property and liability, worker compensation.

Oversee payroll operations.  Responsible for assigning codes, implementing prorated disbursements when required.

Serve as agency business/financial liaison with federal and state funding and regulatory agencies, financial institutions, vendors, consultants, and others outside the agency.

Carry out special projects as requested.

Minimum Requirements
Bachelor's degree in accounting, finance, business or other appropriate discipline, plus 4-7 years of relevant technical and administrative experience, including a minimum of 3 years of supervisory experience, or a combination of education and experience from which comparable knowledge and skills are acquired.

Broad and in-depth technical knowledge related to accounting and budgeting functions, with fund accounting experience in a non-profit organization desirable. 

Excellent planning and budget management skills. Relevant experience in computerized accounting operating systems development desirable.

Strong analytical and writing skills.

Ability to represent the agency to and deal effectively with outside financial institutions, government agencies and others. 

Abilities Required/Work Environment
Work is primarily performed in an office setting.  Minimal travel within 4-county region of northeastern Vermont.
Disclaimer
The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.
	HR use only

	Union Status
	Non
	Pay Range
	

	FLSA Status
	Exempt
	Last Revised
	08/2010








