
City of Colfax 
Job Description 

 

 

 

 

 
 

 

 

MAJOR FUNCTION AND PURPOSE:  

 

The Finance Director is responsible for safeguarding the City’s financial assets and 

resources.  The Finance Director plans, implements, and directs the programs and 

activities of the city’s financial portfolio including: general accounting, revenue 

collection and disbursement, purchasing, budget development administration, financial 

reporting, investment management, risk management, and contract administration. Makes 

sure city financial activities are in accordance with state and federal laws and regulations.  

 

 

SUPERVISION RECEIVED:   

 

Serves under the direct supervision of the City Administrator 

 

 

SUPERVISION EXERCISED:   

 

N/A 

 

ESSENTIAL FUNCTIONS 

 

Monitor the City’s financial activities including review and preparation of monthly 

journal entries. Reconcile receipts, grants and intergovernmental agreements. 

 

Provides management oversight of the City’s financial reporting process; prepares a 

variety of financial, statistical, and audit reports, including for City funds, grant 

accounting, and other special reports as required.  

 

Update financial plans including bond issues and bond refundings. Review annual 

compliance with bond covenants and disclosure reporting requirements.  

 

Prepare financial statements, cost reports, and statement of receipts and expenditures on a 

monthly basis or as requested by the City Administrator and Mayor. 

 

TITLE:   Finance Director  DEPARTMENT:  Administration 

 

REPORTS TO:  City Administrator  GRADE:  3 

 

SALARY RANGE: $3,594-$4,457  PAY TYPE: Salaried 



Provide technical expertise, information, and assistance to the City Administrator 

regarding assigned functions: assist in the formation and development of policies, bond 

issues, procedures and programs; advises management of unusual trends or problems and 

recommends appropriate corrective action.  

 

Assist Mayor and City Administrator in the preparation and oversight of the development 

and administration of the city’s annual budget in accordance with state and local budget 

laws and regulations. Assist with preparation of the city’s Capital Improvement Plan.  

 

Participate in the planning, organization, evaluation, and review of accounting controls 

and internal control procedures.  

 

Directs the maintenance of the computerized accounting system according to state BARS, 

SAO, and GASB requirements; ensures proper controls and accountability for all 

accounts and funds; establishes proper and efficient routing and control of documents, 

data, and forms.  

 

Assist in providing reasonable assurance that the City’s assets are safeguarded against 

loss from unauthorized use and that transactions are executed in accordance with City 

Administrator and/or Mayor’s authorizations.  

 

Prepares various reports and statement of financial condition.  

 

Develop, plan, implement, and maintain the municipal accounting system by interpreting, 

supplementing, and revising the system and by interpreting local government accounting 

compliance standards as issued by the State Auditor’s Office.  

 

Establishes investment policies and procedures and is responsible for cash management 

and investments; reviews daily investment program. Serves as Auditing Officer.  

 

Prepares long-range financial forecasts for planning purposes; interprets changes in laws 

impacting city finances; provides sound financial advice to city officials.  

 

Prepares revenue estimates for the forthcoming year and compiles expenditure requests 

from departments; separates and balances revenue and expenditure requests by funds. 

Publishes legal notices regarding budget.  

 

Will provide city hall front counter service (ex: answer phones and provide service to 

citizens at City Hall) when appropriate.  

 

Maintains accurate records and balances in city check book and accounting software.  

Prepares monthly and yearly reports that summarize total cash, checks and receipts.  

Prepares balances of city hall cash. 

 

Reconcile city financial accounts  

 



Reviews utility billings, postings, utility rates and billing procedures. 

 

Maintains accurate records of outstanding city bonds, LID assessments and LID bonds 

and monitors the city's ability to retire city debt. 

 

MINIMUM QUALIFICATIONS:   

 

Bachelor’s degree in accounting, finance, public administration, or related field, and four 

years’ experience in municipal finance, or an equivalent combination of education and 

experience enabling the incumbent to perform the essential functions of the position. Two 

years’ experience in computer accounting systems is a must.  

 

Master’s degree in accounting, finance, public administration, or related field or 

designations as a CPA, CGFM, or CPFO may substitute for up to two years’ experience.  

 

Physical requirements--should be able to lift 25 to 50 pounds; move among desks and 

computers; have sufficient manual dexterity to operate computers and other equipment; 

be able to clearly communicate with the general public in orally and in writing.  

 

A valid state driver’s license or ability to obtain one within three months.  

 

KNOWLEDGE REQUIRED:   

 

 Practices and principles of municipal finance. 

 Knowledge of the laws and regulations governing municipal finance in the State 

of Washington.  

 Knowledge of strategic planning methods with an emphasis on services related to 

financial management.  

 Ability to prepare and analyze complex financial reports; ability to maintain 

efficient and effective financial systems and procedures; ability to establish and 

maintain effective working relationships with employees, city officials, and the 

public; ability to communicate effective orally and in writing.  

 Knowledge of Governmental Accounting Standards Board (GASB), Cash Basis 

Accounting, OCBOA, Generally Accepted Accounting Principles (GAAP), 

Washington State Budgeting, Accounting, and Reporting System (BARS), 

Governmental Accounting, Auditing, and Financial Reporting (GAAFR), and 

Governmental Accounting Principles.  

 Knowledge of Governmental Accounting Standard Board (GASB) statements 

affecting cities.  

 Knowledge of public purchasing and contracting laws and regulations.  

 Ability to communicate well; to manage more than one task at a time; to maintain 

working relationships at various levels; to exercise discretion, tact, confidentiality, 

courtesy and patience; ability to tolerate interruptions. 

 

SKILLS/ABILITIES REQUIRED 

 Conceptual analysis and policy/program development and implementation.  



 Successfully manage a municipal budget.  

 Establish and maintain effective working relationships with employees, 

contractors, other agencies, public officials, and the general public.  

 Communicate effectively both orally and in writing with diverse customers, 

employees, contractors, other agencies, public officials, and the general public. 

Ability to make presentations and develop reports that may include technical 

information.  

 Exercise discretion, tact, confidentiality, courtesy and patience; ability to tolerate 

interruptions. 

 Perform mathematical computations and analysis.  

 Productively manage and/or participate on a team and in a team environment 

including the ability to develop a team approach to producing high quality results.  

 Use word processing and spreadsheet programs and other software applications as 

required for the position.  

 

SPECIAL REQUIREMENTS 

 

This position is classified as essential to city operations. Applicant must reside within an 

hour of the Colfax city limits in the State of Washington upon hire.  

 

WORK ENVIRONMENT:    

 

Regular focus on a computer screen; daily use of a keyboard or similar device; occasional 

dealing with distraught or difficult individuals; regular attendance at periodic meetings 

outside of normal working hours; daily operation of a motor vehicle on public roads.  

 

Classification History 

 

Revised: 7/2014 

Grade: 3 

FLSA: Non-Exempt 

 

             
Mike Rizzitiello-City Administrator  G. Todd Vanek-Mayor 


