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FINANCE DIRECTOR 
 

Department:  Finance    Location: Administrative Office 
Grade/Classification: Grade 18/Exempt   Date:   7/2021 
 
DEFINITION: 
 
Professional financial and accounting work of a supervisory and participatory nature with responsibility for maintaining financial 
records, organizing, and presenting the annual budget, managing computerized accounting system, administering district-wide 
investment program, overseeing financial controls, monitoring expenditures and cash flow, enhancing public confidence in 
going-concern and all other related work as required.  
 
DISTINGUISHING CHARACTERISTICS: 
 
Management of the Finance Department.  
 
Possess strong analytical and communication skills.    
 
Performs highly responsible duties requiring independent judgment in planning, organizing, and managing the District's 
finances. 
 
Performs a variety of complex and highly responsible duties in ensuring that all municipal transactions conform to law and to 
sound generally acceptable municipal accounting procedures. 
 
Maintains a high level of professionalism in managing investment portfolio in consultation with Investment Committee, 
management staff, and investment brokers. 
 
Advises Executive Director, Board of Commissioners, program managers, and staff on such issues as accounting procedures, 
internal control, financial reports, financial information system technologies, investment analysis, and bond rating and 
borrowing procedures. 
 
Has access to extensive amounts of confidential information including personnel records, bid proposals, and negotiating 
positions. 
 
SUPERVISORY CHARACTERISTICS: 
 
Works under the administrative direction of the Executive Director with duties and responsibilities as defined by state law, 
District policies, and established professional standards. 
 
Supervises three full-time employees. 
 
EXAMPLES OF WORK PERFORMED: 
 
Oversees the management and operation of a comprehensive accounting system for the District to ensure compliance with all 
municipal, state, and federal finance laws, standards, and practices. 
 
Manages the operation of the financial accounting computerized software system for all accounting functions including general 
ledger, cash, journals, payroll, accounts receivable, accounts payable, and fixed assets. Researches, bids, and recommends 
for purchase any upgrades, additions, or new system.  Assures that all finance staff are properly trained to utilize the system 
and all District managers are trained to access the system for required information.  
 
Manages the District’s cash flow and assures timely and orderly processing of receipts billing and paying expenditures.   
Establishes and oversees a system for the proper examination of statements and invoices.  Oversees the preparation of 
payroll and submission of applicable taxes.  Assesses periodic aged accounts receivable reports and implements procedures 
to ensure timely collection of past due receivables.  Supervises the collection and deposit of District monies.   
 
Develops and oversees the financial management systems and techniques for all departments and subprograms including all 
necessary allocation tables.   
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Assists all departments as an accounting advisor.  
 
Provides leadership to the Finance staff and monitors staff responsibilities and proficiencies.  
 
Performs various reconciliation tasks ensuring the integrity and security of financial data files.  
Reviews monthly, quarterly, and yearly tax forms.  
 
Submits and tracks reimbursement requests to external parties., including grant submissions.  
 
Reports to the Board of Commissioners on financial matters, as requested and prepares periodic Board reports 
 
Compiles and submits mandated reports to state and federal agencies. 
 
Prepares annual statements, disbursements, and receipts include the preparation of balance sheets at end of the fiscal year. 
Prepares annual statement of outstanding debt.  
 
Contracts and manages annual audit.   
 
Coordinates the preparation and implementation of the annual budget.  Responsible for the accuracy of all data.  Coordinates 
and verifies the budget monitoring system including periodic reports and year-end projections. Develops Finance budget and 
assists department managers in the development of their department budget.  
 
Performs duties of Finance staff, as necessary, in their absence.  
 
Analyzes financial data and performs financial forecasts.  
 
Develops or coordinates the development of financial and investment, procedures. Conducts analysis of cost-effective 
approaches to CSWD site management and establishes procedures and process for financial interactions with all CSWD 
operations. 
 
Makes frequent contact with all departments, relevant state and federal officials, auditors, financial advisors, bankers, bond 
rating agencies, various city and town departments, contractors, haulers, and the general public requiring courtesy and tact. 
 
Errors could be costly in terms of mismanagement of funds, financial records, or investments and could result in confusion and 
delay, adverse public relations, legal repercussions, a decreased level of services, and excessive costs for service delivery. 
 
Must adhere to District safety programs, policies, and procedures. 
 
Performs all other work as assigned by the Executive Director. 
 
ESSENTIAL DUTIES: 
 
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 
 
Ability to effectively and responsibly manage the Finance Department. 
 
Skilled in word-processing, spreadsheets, and accounting software. 
 
Ability to supervise employees. 
 
Ability to work independently. 
 
Ability to effectively interact with program managers in a professional and positive manner while effecting meaningful 
outcomes for the District.  
 
Ability to manage District investment assets and effectively assist the Investment Committee in investing and understanding 
investment reserves.  
 
WORKING CONDITIONS: 
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Duties require minimal physical effort. 
 
Usual office working conditions with minimal distractions and occasional unpleasant elements. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Thorough knowledge of governmental (fund balance) accounting principles and practices plus an understanding of general 
accounting practices and standards, including generally accepted principles for state and local  governments 
 
Knowledge of auditing and audit report development and presentation.   
 
Knowledge of budget development, functions, processing, and monitoring.   
 
Excellent communicator, both orally and in writing, with an ability to make effective presentations.  
 
Knowledge of the organization and operations of municipal government and of applicable laws governing municipal finance 
and general finance in Vermont.   
 
Ability to analyze, interpret, and present accounting and fiscal data and reports of findings and recommendations to multiple 
audiences.   
 
Ability to develop and present oral and written reports.  
 
Extensive experience and understanding of information system software applications such as Word, Excel, PowerPoint, 
QuickBooks, and online experience with banking and support organizations.   
 
RECOMMENDED MINIMUM QUALIFICATIONS: 
 
Master’s degree in Accounting, with seven years accounting experience (governmental accounting preferred) in a 
progressively responsible capacity including three years of supervisory experience; Bachelor’s Degree with ten years of 
experience; or any equivalent combination of education or experience. 
 
 
 
 

Disclaimer 

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or 
responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any 
time with or without notice.  

Signatures 
 
Employee signature below constitutes employee's understanding of the requirements, essential functions, and duties of 
the position. 

 

Employee__________________________________ Date_____________ 

 
 

This job description has been approved by management: 

 

Manager /Director ___________________________ Date_____________ 
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Administrative Director_______________________ Date_____________ 
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ACCOUNTANT 
 
Department:  Finance    Location: Administrative Office 
Grade:   11     Date:   7/2021 

 
DEFINITION: 
 
Professional accountant responsible for preparing and maintaining financial records including responsibility 
for reconciling account balances and bank statements, maintaining general ledger, payroll and preparing 
month-end close procedures.  
 
DISTINGUISHING CHARACTERISTICS: 
 
Performs responsible duties in accordance with established financial and accounting procedures and 
computerized accounting methods.  
 
Maintains knowledge of generally accepted accounting practices and procedures.  
 
SUPERVISORY CHARACTERISTICS: 
 
Works under the  general management guidance supervision of the Director of Finance .  
 
Supervises the two Accounting Specialist.  
 
EXAMPLES OF WORK PERFORMED: 
 
Payroll:  

 Verifies all payroll timesheets for appropriate supporting documentation, compliance with District 
policies, and presence of appropriate manager-level authorization. 

 Performs data entry of  payroll transactions for preparation of disbursements (checks and electronic 
disbursements through banking online access). 

 Maintains up-to-date employee master file information system.  Assures that all employee status 
changes (e.g., pay rates, benefits and deduction amounts, leave accrual rates, income tax filing 
status, etc.) are accurately updated in the payroll system on a timely basis. 

 Receives and responds to requests for information regarding  payroll data, procedural or process 
questions and/or accounts status as it relates to the District’s  employees’ payroll. 

 Prepares accounts payroll reports on schedule and on demand as requested.   
 

Reconciling account balances and bank statements 
 Responsible for preparation of bi-weekly disbursement warrants and payroll, which includes 

reconciling the approved invoice batches to the disbursements issued. 
 Performs certain reconciliations of accounting data on a periodic basis; maintains documentation of 

these reconciliations.  This includes fairly complex reconciliations of bank account transactions, and 
payroll data in support of quarterly payroll tax filings. 

 Oversees the collection and deposits of District monies.  
 Performs various reconciliation tasks and prepares monthly quarterly and yearly tax forms. 

 
Maintaining general ledger 

 Prepare and records journal entries as needed to appropriately document all accounts payable, 
payroll and cash disbursement transactions. 

 Reconciles financial statements and accounts and analyzes and ensures accuracy of data . 
 
Preparing month-end close procedures 

 Responsible for month-end and year-end close process 
 review revenue and expense accounts to confirm that they are accurate 
 Prepares financial statements.  
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Responsible for the collection of data from various sources and entry of compiled data into the District’s 
computerized accounting system;  journal entries,  and employee payroll data. 
 
Performs duties of Accounting Specialist in their absence.  
 
Provides auditors with assistance; gathers necessary account information and document to perform annual 
audit  .  
 
Maintains an up-to-date file of written procedures for all assigned duties. 
 
Makes frequent contact with all District employees, auditors, banks, software vendor support, all of which 
require courtesy, tact, and excellent customer service skills. 
 
Errors could be costly in terms of mismanagement of financial records and could result in monetary loss to the 
District, confusion and delay, and a decreased level of services. 
 
Performs all other work as assigned by the Director of Finance . 
 
ESSENTIAL DUTIES: 
 
Skilled in word-processing, spreadsheet, and accounting software.  
 
Ability to supervise employees.  
 
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 
 
Must be able to work independently with accuracy and efficiency.  
 
WORKING CONDITIONS: 
 
Minimal physical effort required to perform duties under typical office working conditions. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Knowledge of computerized financial accounting systems, spreadsheet, and word processing applications.  
 
Working knowledge of basic accounting principles. 
 
Working knowledge of departmental procedures including accounts payable and receivable, payroll and 
personnel policies and procedures.  
 
Ability to function independently following established procedures and within constraints of departmental 
guidelines, this includes the ability to manage and schedule time effectively to assure the time-sensitive 
deadlines of the payroll and A/P tasks are met. 
 
Ability to shift focus efficiently and quickly between various tasks and functions (payroll, A/P), when inquiries or 
unexpected operational needs arise. 
 
Ability to successfully research and resolve discrepancies relating to the payroll function and the accounts 
payable function, as well as general accounting problems. 
 
Ability to maintain confidentiality of personnel and accounting records, data and information. 
 
RECOMMENDED QUALIFICATIONS: 
 
Bachelor’s Degree  in accounting or business, or completion of an institutional training program in accounting 
and financial practices and procedures and three to five years previous experience in work involving 
computerized accounting, preferably in payroll and accounts payable. 
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ACCOUNTING SPECIALIST - Accounts Receivable 
 
Department:  Finance    Location: Administrative Office 
Grade:   8     Date:   03/2021 

 
DEFINITION: 
 
Performs computerized accounting and clerical duties for the District.  Maintains receivables and related 
financial records for varied accounts which includes compiling, calculating, classifying, posting, verifying, 
invoicing and reconciling designated accounts. Performs duties of Accounting Specialist: Accounts Payable in 
their absence.   
 
DISTINGUISHING CHARACTERISTICS: 
 
Performs responsible duties in accordance with established financial and accounting procedures and 
computerized accounting methods. 
 
Maintains knowledge of generally accepted accounting practices and procedures.  
 
SUPERVISORY CHARACTERISTICS: 
 
Works under the direct supervision of the Accountant and Director of Finance.  
 
EXAMPLES OF WORK PERFORMED: 
 
Accounts Receivable 

 Enters charge slips into the computerized accounting system and verifies that all charges into the 
system agree with data collected in MatTrax.  

 Responsible for the collection of data from various sources and entry of compiled data into the 
District’s computerized accounting system; examples include receivable charge transactions, and 
others as assigned by the Accountant and Director of Finance.  

 Verifies all accounts receivable vouchers for appropriate supporting documentation, compliance with 
District policies, and presence of appropriate manager-level authorization. 

 Enters monthly invoicing of customers and manages customer account correspondence.  
 Monitors aged receivable balances and takes action to collect on outstanding customer balances and 

insufficient funds, in consultation with the Director of Finance.  
 Performs certain reconciliations of accounting data on a periodic basis; maintains documentation of 

these reconciliations. 
 Makes frequent contacts with customers, scale operators, haulers, transfer stations, district managers 

and the general public, all of which require an understanding of account information and courtesy, 
tact, and excellent customer service skills to resolve issues with accounts receivable.  

 Contacts customers regarding delinquent accounts, as well as returned dishonored checks.   
 Maintains customer account information and accurate and orderly filing system for all accounts 

receivable data.   
 Maintains accurate and orderly filing system for all accounts receivable documentation 
 Receives and responds to requests for information regarding receivables and related data; 

receivables procedural or process questions; and/or accounts status as it relates to the District’s 
receivables.  

 Maintains an up-to-date file of written procedures for all assigned duties. 
 Processes and tracks daily Drop-Off Center paperwork to include verifying totals and reviewing 

accuracy before sending to Finance. 
 Prepares accounts receivable reports on schedule and on demand as requested.   
 

Accounts Payables 
 Provide backup as needed 

 
Other Responsibilities 

 Monitors orders of supplies for District, maintains an organized procedure for periodic purchasing.   
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 Serves as petty cash custodian for the Administrative Office. 
   

 
Performs all other work as assigned by the Director of Finance. 
 
ESSENTIAL DUTIES: 
 
Must adhere to District safety programs and all approved District and Board policies. 
 
Must be able to operate a variety of office machines including but not limited to: personal computer; 
calculators; copy machines; fax machines; and other equipment as required. 
 
Must be able to operate proficiently a computerized accounting system. 
 
Must be able to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 
 
Must be able to work independently with accuracy and efficiency.  
 
WORKING CONDITIONS: 
 
Minimal physical effort required to perform duties under typical office working conditions. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Knowledge of computerized financial accounting systems.  
 
Working knowledge of basic accounting principles. 
 
Working knowledge of spreadsheet and word processing applications. 
 
Working knowledge of District financial policies and procedures. 
 
Working knowledge of departmental procedures. 
 
Ability to function independently following established procedures and within constraints of departmental 
guidelines, including the ability to manage and schedule time effectively to assure the time-sensitive deadlines 
of tasks are met. 
 
Ability to shift focus efficiently and quickly between various tasks and functions when inquiries or unexpected 
operational needs arise. 
 
Ability to successfully research and resolve discrepancies relating to the accounts receivable function, as well 
as general accounting problems. 
 
Ability to maintain confidentiality of personnel and accounting records, data, and information. 
 
RECOMMENDED QUALIFICATIONS: 
 
An associate degree in accounting or business, or completion of an institutional training program in accounting 
and financial practices and procedures and two years previous experience in work involving computerized 
accounting, preferably in payroll and accounts payable. 



 
 
4/9/2021 12:00 PM 

ACCOUNTING SPECIALIST  - Accounts Payable 
 
Department:  Finance    Location: Administrative Office 
Grade:   8     Date:   03/2021 

 
DEFINITION: 
 
Performs computerized accounting and clerical duties for the District.  Maintains payables and related 
financial records for varied accounts which includes compiling, calculating, classifying, posting, verifying, 
billing and reconciling designated accounts. Performs duties of Accounting Specialist: Accounts Receivable in 
their absence. 
 
DISTINGUISHING CHARACTERISTICS: 
 
Performs responsible duties in accordance with established financial and accounting procedures and 
computerized accounting methods. 
 
Maintains knowledge of generally accepted accounting practices and procedures.  
 
SUPERVISORY CHARACTERISTICS: 
 
Works under the direct supervision of the Accountant and Director of Finance.  
 
EXAMPLES OF WORK PERFORMED: 
 
Accounts Payable 

 Enters bills and credit card charges into the computerized accounting system  
 Responsible for the collection of data from various sources and entry of compiled data into the 

District’s computerized accounting system; examples include billing transactions, and others as 
assigned by the Accountant and Director of Finance.  

 Verifies all accounts payable vouchers for appropriate supporting documentation, compliance with 
District policies, and presence of appropriate manager-level authorization. 

 Submit credit card statements to Managers for receipt and appropriate documentation 
 Maintains vendor account information and accurate and orderly electronic and physical filing system 

for all accounts payables data.   
 Reviews and verifies vendor statements to assure payables obligations are up to date; researches all 

discrepancies and works with vendors, Accountant and District managers to resolve the differences 
and manages vendor account correspondence.  

 Monitors aged payable balances and outstanding contracts and takes action to determine appropriate 
pay schedule, in consultation with supervisors.  

 Performs the necessary analyses on vendor account activity, which are at times complex, to find and 
resolve discrepancies, working with vendor representatives. 

 Performs certain reconciliations of accounting data on a periodic basis; maintains documentation of 
these reconciliations. 

 Makes frequent contacts with vendors, contractors, district managers and the general public, all of 
which require an understanding of account information and courtesy, tact, and excellent customer 
service skills to resolve issues with accounts payable.  

 Contacts vendors regarding delinquent accounts, as well as returned dishonored checks.   
 Maintains accurate and orderly filing system for all accounts payable documentation 
 Receives and responds to requests for information regarding payable and related data; payables 

procedural or process questions; and/or accounts status as it relates to the District’s payables.  
 Maintains an up-to-date file of written procedures for all assigned duties. 
 Processes and tracks weekly and biweekly billing paperwork to include verifying totals and reviewing 

accuracy before sending to Accountant. 
 Prepares accounts payable reports on schedule and on demand as requested.   
 

Accounts Receivables  
 Provide backup as needed 
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Other Responsibilities 

 Monitors orders of supplies for District, maintains an organized procedure for periodic purchasing.   
 Serves as petty cash custodian for the Administrative Office. 

   
Performs all other work as assigned by the Director of Finance. 
 
ESSENTIAL DUTIES: 
 
Must adhere to District safety programs and all approved District and Board policies. 
 
Must be able to operate a variety of office machines including but not limited to: personal computer; 
calculators; copy machines; fax machines; and other equipment as required. 
 
Must be able to operate proficiently a computerized accounting system. 
 
Must be able to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 
 
Must be able to work independently with accuracy and efficiency.  
 
WORKING CONDITIONS: 
 
Minimal physical effort required to perform duties under typical office working conditions. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Knowledge of computerized financial accounting systems.  
 
Working knowledge of basic accounting principles. 
 
Working knowledge of spreadsheet and word processing applications. 
 
Working knowledge of District financial policies and procedures. 
 
Working knowledge of departmental procedures. 
 
Ability to function independently following established procedures and within constraints of departmental 
guidelines, including the ability to manage and schedule time effectively to assure the time-sensitive deadlines 
of tasks are met. 
 
Ability to shift focus efficiently and quickly between various tasks and functions when inquiries or unexpected 
operational needs arise. 
 
Ability to successfully research and resolve discrepancies relating to the accounts receivable function, as well 
as general accounting problems. 
 
Ability to maintain confidentiality of personnel and accounting records, data, and information. 
 
RECOMMENDED QUALIFICATIONS: 
 
An associate degree in accounting or business, or completion of an institutional training program in accounting 
and financial practices and procedures and two years previous experience in work involving computerized 
accounting, preferably in payroll and accounts payable. 


