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Finance Director
REPORTSTO: CEO FLSA STATUS: Exempt

STATUS: Full-time, 52 Weeks, 40 Hours per Week ~ SAFETY SENSITIVE: Yes

JobSummary:
Is responsible for maintaining accurate accounting systems, including but not limited to:

Budgeting, Financial Analysis, Reporting, and Audit Preparation. Coordinate, analyze and report
the corporate accounting departments’ performance and use with internal managementand
external parties. Oversee auditand tax functions, coordinate activities with outside audit firms
and review firm’s performance. Develop,implement,and maintain accounting policies and
procedures.

Essential Functions:

The Finance Director will ultimately be evaluated on a combination of skills, dispositions and
behaviors,some of which are related to the specific service area of this position and others that
represent general expectations ofall ouragency employees.

The Finance Director’s responsibilities chiefly fall within the following essential functions,
although s/hemay performothertasks and/orduties as assigned. The Finance Director will
demonstrate competency to perform essential functions thatinclude:

1. Plan,develop, overseeimplementation of Finance/Accounting department objectives and
goals.

2. Exercises supervision over assigned staff gives inputin the hiring, suspending recalling
and discharging of employees and carries out employee performance evaluations in
accordance with personnel policies.

3. Assistsinthe preparation of agency-wide departmental budgets.

4. Oversees Project Management on Fund Accounting software and assists with payroll
software.

5. Makesrecommendationsand implementsaccounting policiesand procedures.

6. Reconcilesagency wide funds.

7= Responsible forensuring fixed assets are recorded correctly.

8. Responsible for month-endjournal entries.

9. Closes monthly financial reports.

10. Monitorsexpenditures.

11. Maintains computerized G/L accounts & financial formats.

12. Accountingand payroll records are monitored.

13. Maintains control of accounting activities and ensures financial integrity.

14. Assistwith planning for future programs and develops strategies forimplementation.
15. Evaluatesservices and reports to CEO federal compliance.

16. Internal financial information.

17. Maintain confidentiality.

18. Utilize virtual platforms for meetings and communications.

MinimumRequirements:
1. Certified Public Accountant ora BA degree in Accounting, Business, Fiscal Management, or
related field. Alleducation mustbe from anaccredited institution.
2. Fiveyears experience of analyzing accounts fora multi-funded Agency, computerized
accounting systems, fund accounting preferred.
3. Threeyears’ experience with Excel, reporting software, and database systems.
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4. Strongcomputerskills, word processing, spreadsheets, email, and internet.

5. Arizona’sdriver’s license, proof of insurance, fingerprint card, and Social Security card, and
providea vehicle for program business.

6. Health Questionnaireis required at hire and will be updated every 3 years.

7. Meetall agencies, state and federally required immunizations or have an approved
exemption on file.

8. Employee mustbe able to speak, read, write, and understand English.

Knowledge, Skills,and Abilities:

1. Skillin operating automated accounting systems, general office equipment, performing
dataentryat timesina repetitive fashion, identifyingand reporting discrepancies,
verifying,and validatingwork of otherstaff required.

2. Knowledge of Accounting principles, practices, account analysis and methods, financial
recordkeeping practices, computer hardware, techniques in data verification and data
entry, proper codingof documents, PGCCS and departmental policies and procedures,
office practices and procedures required.

3. Ability to prioritize and manage workload and deadlines.

Sustained concentration and attention to detail and accuracy.

5. Strongdiagnosticand problem-solvingskills, particularly mathematical, bookkeeping,
andregulatory requirements.

6. Ability to establish and maintain effective working relationships with employees, other
agencies,and the public,

7. Ability to follow instructions oral and written, communicate effectively.

8. Demonstrate the understanding of DCS reporting system, signs and symptoms of child
abuseand neglect.

Physical Requirements:

Able to perform the following physical requirements of the position with or without reasonable
accommodation: critical sensory requirements include general vision, specificvision abilities
required by thisjob include close vision, distance vision, colorvision, peripheral vision, depth
perception, and ability to adjust focus. Hear or listen inthe normal range (corrected) and speak
and give directions clearly. Able to walk, sit, stand, kneel, crouch, crawl, reach, lift, carry, push,
pull or otherwise move objects up to10 Ibs., and occasionally lift and/or move up to 25 pounds.

WorkingConditions:

Work is performed in a classroom/office setting where minimal exposure to injury exists. Hours of
work will generally be during regular business hours and average at least 40 hrs. per week. There
will be work variationsin work hours due to employee special projects, deadlines, and other
concerns. PGCCS Employees have the possibility of exposure to blood or other potentially
infectious materials through collateral duty to theirroutine work assignments, such as rendering
firstaid if need arises, and seldom exposure to vibration, toxic conditions, odors, dust, mold and
poorventilation.

Acknowledgment:

Thisjob description describes the general nature and level of work performed. The employee may
berequiredto performotherjob-related duties. All requirements are subject to change over time.
lam fully qualified for this position and can perform the duties as described. | understand that
PCCCS s an Affirmative Action/EEO/At-Will Employerand that PGCCS reserves the right to revise
thisjob description as necessary.

lacknowledge that thisjob description is neither an employment contract nor a legal document. |
have received, read,and understand the expectations for the successful performance of thisjob
and my questions have been answeredthoroughly.
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