City of Swartz Creek City Treasurer-Office Manager
REVISED: January 2017

Job Description

FLSA: Exempt
DEPARTMENT: City Treasurer

GENERAL STATEMENT OF DUTIES: Has custody of all moneys of the city, the Clerk's Bond
and other personnel bonds, and all evidences of value belonging to or held in trust by the city.
Maintains a current log of all city investments and insures such investments are made in
accordance with city policy and state law. Collects and distributes real and personal property
taxes. Maintains the repository for all business licenses and permits held by the city, including
computer software licenses. Responsible for the maintenance of all financial functions of the
City including payroll, accounting, utility billing, real and personal property administration and
collection and other duties as set forth in the City Charter. Serves as the general accountant of
the City and performs or oversees the performance of the functions assigned to the finance
officer under the City Charter or as assigned by State statute.

SUPERVISION RECEIVED: Works under the general direction of the City Manager.

SUPERVISION EXERCISED: Provides general and technical direction and supervision to the
Administrative Assistant positions, cashiers, and administrative temporary employees.
Coordinates the work of the Contract City Assessor.

EXAMPLES OF WORK PERFORMED: The following tasks are typical examples of the work
performed by an employee holding this position. The list is not all inclusive and does not
include all of the tasks relevant to this position

Oversee or perform:

—

. Collect municipal revenues and serve as initial depository of all city receipts.

2. Deposit and invest city funds in accordance with Council policy, state law and the
Michigan Department of Treasury Guidelines and Procedures.

3. Maintain records of municipal funds and treasury transactions and prepare necessary
reports and records.

4. Monitor expenditure levels of all city departments for compliance with budgetary and
management objectives.

5. Assist the City Clerk in fulfilling the functions of the Finance Officer under the City Charter.

6. Maintains the City’s general ledger and inventory.

7. Assists the City Manager in preparation, implementation, and development of the City
Budget.

8. Prepares annual comprehensive financial report and monthly financial statements.

9. Prepares revenue forecasts for budget and management decisions.

10. Directs purchasing for the city.

11. Coordinates the preparation of real and personal property tax rolls, special assessment rolls,

jeopardy tax and assessment collections and administration.



12.Oversee meetings of the Board of Equalization.

13.Compile delinquent tax rolls, including computation of interest, penalty and
collection fees for the County Treasurer.

14.Process delinquent tax settlements from the County Treasurer and distribute
funds to proper general ledger accounts.

15. Oversee meetings of the Board of Equalization.

16.Provide assistance and information to the public.

17.Supervise daily operations including cash receipts, bank deposits, bank
reconciliations, accounts payable/receivable financial reporting and posting of
funds.

18. Oversee the security and investment of city funds.

19.Review and report on programs and activities influencing the city’s financial
condition.

20.Supervise utility billing as it pertains to collection of accounts receivable.

21.Supervise the preparation of payroll.

22.Audit payroll records, withholding and employee benefit reports.

23. Assist external auditors by providing needed data and responding to inquiries in
the course of the audit.

24 Attend job related training courses and seminars, complete appropriate N.I M.S.
training.

25.Perform related duties as assigned.

REQUIRED KNOWLEDGE, ABILITIES, AND SKILLS:

= Knowledge of the principles and practices of governmental accounting.

=  Working knowledge of the practices and procedures used to administer

the State of Michigan's real and personal property system and related

automated programs (Equalization).

Ability to effectively manage, motivate and supervise personnel.

Ability to obtain a financial surety bond.

Knowledge of governmental purchasing practices and requirements.

Working knowledge of the principles and practices of public administration,

including budgeting, personnel administration and records management.

= Working knowledge of governmental auditing procedures.

= Comprehensive knowledge of the principles and practices of public finance,
budgeting and fund accounting.

= Extensive knowledge of procedures, including use of automated accounting
systems (BS&A, Excel databases, etc.).

= Knowledge of economic trend forecasting and analysis techniques.

» Knowledge of State and Federal laws and local policies relating to the
investment of governmental funds.

= Ability to maintain complex financial records and prepare financial
statements.

=  Working knowledge of word processing, spreadsheet and database
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programs (Microsoft Word, Excel and Access).

=  Working knowledge of record keeping and filing systems.

= Ability to operate standard office equipment, including fax machine, copier
and telephone system.

= Ability to communicate clearly and effectively, orally and in writing, with co-
workers, supervisors and the general public.

= Ability to write reports and correspondence.

= Ability to understand and follow complex oral and written instructions.

= Ability to operate a keyboard, copier and other office equipment, lift
loads of up to 25 pounds, sit for prolonged periods of times, hear verbal
communications on the phone and in an office environment, read and
manipulate written text.

MINIMUM QUALIFICATIONS:

A combination of education and experience substantially equivalent to graduation
from a recognized college or university with a Bachelor's Degree in business
administration, accounting, or closely related field. Three years of experience in
public sector accounting, financial management, and/or public administration.

Approved:
Adam Zettel, City Manager Date Approved:
Tom Svrcek, Association President Date
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