TOWN OF NATICK

CLASS TITLE



COMPTROLLER

EXAMPLES OF DUTIES
1.
Performs highly responsible financial management and administrative responsibilities in the planning, organizing and directing of municipal accounting and auditing functions.

2.
Exercises direct supervision over accounting personnel and procurement officer, making work assignments, checking on work in progress and when completed, training and evaluating performance; schedules and reviews work for completeness and accuracy.

3.
Performs important municipal and accounting work, such as:  recording all revenues, making journal entries covering approved appropriations, maintaining a general ledger and reviewing and approving all expenditures, including those from Federal, State, and other local agencies.

4.
Compiles and distributes to Town departments and agencies status reports on expenditures, rectifying any discrepancies between office and spending agencies, and informing department heads of actual and potential deficit situations.

5.
Provides Treasurer with weekly reports on disbursements and alerts when larger than usual amounts are being disbursed; apprises Treasurer of any differences in records between the offices and identifies discrepancies.

6.
Provides continuous review of accounts and makes revisions as necessary.

7.
Prepares necessary reports for the Bureau of Accounts, as required, including, but not limited to, Schedules A and 19 as well as indirect costs to the Town.

8.
Provides annual budgetary information for use by department heads, Town Administrator, Selectmen and Finance Committee.

9.
Serves as an ex-officio member of the Natick Retirement Board in accordance with MGL c 32, § 20 (4) (b).

10.
Performs other related duties of the class, as required.

FACTORS
A.
 KNOWLEDGE, SKILLS AND ABILITIES
1.
Extensive knowledge of municipal accounting and auditing principles, practices and procedures; specifically GAAP, UMAS and GASB regulations.

2.
Extensive knowledge of the laws and regulations relating to Massachusetts municipal financial management.

3.
Knowledge of computer operations and their application to municipal accounting and auditing functions.

4.
Knowledge of Town government organization including statutory and charter responsibilities of the departments, boards and commissions of the Town.

5.
Ability to analyze and interpret accounting data and information in order to make appropriate determinations of legalities and to keep municipal officials abreast of the financial condition of their agencies.

6.
Ability to plan, organize and direct the activities of a municipal wide accounting and auditing system.

7.
Ability to supervise others, including training, disciplining and evaluating their performance.

8.
Ability to develop technical financial reports.

9.
Ability to communicate effectively with others, both orally and in writing.

10.
Ability to direct and motivate subordinate employees.

11.    Working with relevant departments, the ability to evaluate and implement computer systems to improve municipal financial management.

B.
EXPERIENCE

The Comptroller must have a Bachelor’s degree in Accounting, Finance, Business/Public Administration or a related field and five years of progressively responsible work experience in accounting and auditing, preferably in local government, at least two years of which must have been in a supervisory or work leader capacity.  An advanced degree is preferred as well as experience in the capacity of Town Accountant or Assistant Town Accountant.  The comptroller must be certified or certifiable as a Massachusetts Municipal Accountant.  

C.
SUPERVISORY CONTROLS

The Comptroller is appointed by the Board of Selectmen and is responsible to them, but receives broad guidance from a Town Administrator on matters of general Town policy and procedures governing all Town agencies.  Guidelines exist in the form of State statutes and regulations, as well as town charter and by-laws, and actions of Town Meeting, relating to appropriations.

D.
COMPLEXITY OF WORK

Work at this level is of a very complex nature, due to the need for the Comptroller to be watchful over all revenues and expenditures and the legality of transactions and expenditures.  Missing fiscal documents and up-to-date personnel information constitute problem areas.  Computer programs must be constantly upgraded to meet current demands.

E.
NATURE AND PURPOSE OF PERSONAL CONTACTS

Primary contacts are with the Board of Selectmen, Town Administrator and department heads for many purposes, including reconciling records and exchanging important information relating to fiscal issues and problems.  Other contacts are with State and Federal officials having oversight over municipal finance matters, for the purpose of receiving advice on particular situations and for exchanging information.

F.
PHYSICAL DEMANDS/STRESS AND WORK ENVIRONMENT

Physical demands are usually not present in this work, but there is stress due to peaks in the workload of the office when deadlines have to be met, requiring the Comptroller to adjust work week accordingly.  Evening meetings are intermittent.  Constant changes in municipal accounting and auditing work require equally constant training to keep abreast of development, usually obtained through meetings and workshops.

G.
SUPERVISION AND MANAGEMENT EXERCISED

The Comptroller is a managerial employee, supervising a small accounting and professional work force, making work assignments, training and evaluating performance.  All staff work at same location and during same work hours.  Most work can be pre-planned and carried out, but there are peaks and valleys to the workload which must be met, and there are occasional unplanned needs that have to be met expeditiously.

This job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and the requirements of the job change. 
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