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City of Santa Fe, New Mexico

P.O. Box 909, 200 Lincoln Ave

(505) 955-6597  Fax (505) 955-6810
www.santafenm.gov

Recruitment Announcement # 2017-212
POSITION TITLE 
Fiscal Administrator
SALARY RANGE:   
$25.429 - 45.325 (N)
DEPARTMENT 
Public Utilities
FLSA/UNION STATUS:
Exempt/ Nonunion
PERIOD TO APPLY:   
2/23/17 – 3/23/17 (NO LATER THAN 5:00 P.M.)
POSITION STATUS: 
Classified/ Full-Time
SUPERVISOR:    
Charles Vokes
LOCATION:   
Water/ BDD
*************************************************************************************************************************************************************************

GENERAL DESCRIPTION

The Fiscal Administrator performs a variety of managerial duties related to the administration, budgeting, and financial management of the assigned Department.

SUPERVISION RECEIVED

Works under the general direction of the assigned supervisor.

SUPERVISION EXERCISED

Provides close to general supervision to staff, as needed.

NATURE OF WORK

Essential Functions:
The list of essential functions, as outlined herein, is intended to be representative of the tasks performed within this classification. It is not necessarily descriptive of any one position in the class. The omission of an essential function does not preclude management from assigning duties not listed herein if such functions are a logical assignment to the position

· Oversees and manages the overall administrative and financial accounting  of the Department, including financial reporting and reconciliation activities.

· Prepares schedules and disclosures, supporting financial statements as required in preparation of the annual audit. 

· Makes recommendations on policy/procedure changes to the department director; and establishes procedures for maintaining accountability of all programs -- including special projects.

· Performs administrative tasks associated with budget preparation, budget control, grant application and management; and in the management of assigned equipment, finances, personnel and other resources.

·  Compiles and produces reports on various operations of the divisions overseen.

· Coordinates with the IT&T Division regarding computer program operations including implementation of new systems/software and training of staff.

· Oversees, performs, and maintains statistical and financial records, accounting, invoicing and bookkeeping practices, as well as federal reporting when required.

· Assists in the preparation and implementation of ordinances.

· Assists in the preparation of Request for Proposals, annual contracts for purchase of supplies, services and construction.

· Researches and implements optimization programs. 

· Administers boards and committees, as assigned. Prepares and posts meeting agendas, sends agenda in reminder emails to board members, confirms quorum (cancels steno with clerk as necessary), reserves and sets up room for meeting, posts meeting location signs, obtains draft meeting minutes from City Clerk, files approved and signed minutes with city clerk, works with Mayor to appoint members to board through City Council process, maintains contact information list for all members, etc.

Minimum Qualifications

Education and Experience

Bachelor’s degree in accounting, management, finance, public administration, or business related field; and 

five (5) years of accounting, record management, bookkeeping, and office administration experience.

Knowledge, Skills, and Abilities

Knowledge of modern office terminology; computerized management information systems; basic arithmetic; payroll principles and practices; human resource policies and procedures; accounting principles and practices, including maintaining financial accounts and records; and the principles and application of supervisory techniques.

Excellent skill in interpersonal relations; and in managing and directing projects and programs.

Demonstrated ability to analyze, plan, coordinate and supervise the work activities of a specific program and/or organizational unit; and plan, assign, direct, and evaluate the performance of others.

Ability to exercise considerable independent judgment and initiative in carrying out assignments; work independently; direct staff in daily activities; evaluate the work of staff; gather and analyze data, draw conclusions, and make and implement recommendations; assist in budget preparation; maintain records; analyze revenue patterns and complete financial reports; calculate and evaluate percentages; analyze and evaluate accounting and auditing problems; exercise insight, judgment, initiative and creativity in analyzing organizational problems; develop pertinent accounting and related data in preparation of reports and statements; learn and effectively utilize the City’s budgetary process, purchasing procedures, and personnel rules and regulations; assist in budget preparation; train and administer policies and regulations; effectively communicate both orally and in writing; use word processing and spreadsheet software; write reports and internal or external correspondence; remain calm in stressful situations; deal with the public in a professional manner; make presentations to boards and commissions as needed; and establish effective working relationships with various city departments and coworkers.

Physical Demands/Work Environment

Work is primarily performed in a typical office setting with frequent visits to operational sites.  Tasks require a variety of physical activities not generally involving muscular strain.  Frequent walking, standing, sitting, carrying, and handling are required in the normal course of essential job duty performance.  Must be able to lift, move, and/or carry over 10 pounds.  Speaking, hearing, and good visual acuity (close, distance, peripheral, depth, and color vision) are essential to the effective performance of position tasks. Common eye, hand, and finger dexterity are required for most essential functions.  Periodic local travel required in the normal course of job performance.  Irregular work hours may be required, including nights, weekends and holidays.

ADA/EEO Compliance
The City of Santa Fe is an Equal Opportunity Employer. In compliance with the American's with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective employees and incumbents to discuss potential accommodations with the employer.

VETERAN’S HIRING INITIATIVE
Pursuant to City of Santa Fe Resolution No. 2013-079, the City of Santa Fe Human Resources Department (HRD) has implemented a Veterans’ Hiring Initiative policy in order to provide opportunities for veterans who meet or exceed the minimum qualifications for city employment to obtain City employment.  The Governing Body does not guarantee that a veteran shall be hired for the position being applied for, only that the veteran will be given an interview; and, it does not intend to supersede or modify any collective bargaining agreement that is currently in place with the City of Santa Fe.

Job applicants who are veterans who have an honorable discharge from the military or are members of the National Guard or Reserve who have successfully completed basic training, must use the Veteran Certification Form to identify themselves and then must attach a copy of their DD214 or DD215 and/or their proof of current Active, Guard or Reserve enlistment in order to certify their status.

TO APPLY:  Resumes will not be accepted in lieu of the city application form.  Submit City of Santa Fe Application by one of the following methods:  Fill out application at Human Resources Department, City Hall, 200 Lincoln Avenue, Santa Fe, NM; mail application to P.O. Box 909, Santa Fe, New Mexico 87504-0909; or fax application to (505) 955-6810.  Applications may be downloaded from our website:  www.santafenm.gov; or apply online at www.santafenm.gov.   Applications become public record upon receipt and may be made available for public inspection upon request.  

When required of the position, attach a copy of certification(s) or license(s).  Copies of high school diploma/GED & college degree must be provided at time of interview.  Pre-placement physical exams are required for some positions. Incomplete applications may delay or exclude consideration of your application. 
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