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VILLAGE OF ALLOUEZ 

POSITION DESCRIPTION 

 

POSITION TITLE: Finance Director    APPROVED: May 19, 2015 

 

REPORTS TO: Administrator     FLSA: Exempt 

 

JOB PURPOSE:  This position is responsible for maintenance of the municipal accounting 

system and the procedures governing receipt and expenditure of municipal funds. Plans, 

organizes, controls, directs and evaluates the work of staff involved with various fiscal activities 

including payroll/accounts payable and utility bookkeeping functions.   

 

DUTIES & RESPONSIBILITIES:  The following duties are normal for this position.  These 

are not to be construed as exclusive or all-inclusive and other duties may be required and 

assigned. 

 

Prepares and balances reports as they relate to the village’s accounting system. 

   

Monitors general ledger to assure expenses and revenues are posted to proper accounts and 

makes necessary journal entries.  Also monitors the water utility, payroll, accounts payable and 

receivable.  

 

Responsible for recommending and implementing financial policies and procedures.   

 

Responsible for the preparation and administration of Village’s operating and capital budgets.         

        

Responsible for coordination of Village borrowing and maintenance of debt issues, including 

TIF District Financing.  Maintains records of all Village indebtedness.  

 

Maintains financial accounting system and prepares state financial report.  

 

Performs water utility accounting duties and preparation and filing of PSC report.  

            

Provides technical assistance on financial matters to elected officials, various committees, 

department heads and employees.   

 

Attends meetings of the Village Board and other boards and committees as needed.   

 

Assists the Village Clerk in maintaining and balancing checking and investment accounts.  

 



Ability to communicate effectively verbally and in writing, with people at various levels, both 

within and outside the organization.  

                  

POSITION QUALIFICATIONS:  Bachelor degree in finance, accounting or business 

administration or related field.  Five to seven years of progressively responsible experience in 

administrating financial operations preferably in a public sector position.  Three to five years of 

supervisory experience. CPA preferred. An equivalent combination of education and experience 

may be considered.  

  

KNOWLEDGE, SKILLS AND ABILITIES:  
 

Knowledge of modern practices and principles of municipal governmental budgeting, investing 

and financing.  Comprehensive knowledge of financial accounting software and excel to 

effectively maintain related files and reports.   

    

Ability to establish and revise financial and accounting procedures.  Considerable skill in 

recommending, coordinating, implementing and maintaining financial information system.   

 

Ability to organize, schedule, prioritize and perform work with limited supervision and 

accurately complete assignments within limited timelines.   

 

Ability to establish and maintain effective working relationships, communicate effectively and 

deal with the public, elected officials, department heads and other Village employees with 

courtesy and tact.  

 

Able to process confidential information with discretion.   

 

Skill in the operation of equipment needed to perform the duties of the position, including 

calculator, computer software and systems, telephone, copier, fax machine etc.  

 

SUPERVISION/DECISION MAKING:  Supervises the Payroll/Accounts Payable Clerk and 

may supervise the water utility bookkeeper.    Receives administrative direction, sets own 

standards and works within overall policies, goals and budget limits with direct accountability 

for final results.  Decisions affect entire Village. 

 

INTERACTION:  Frequent inside contacts with co-workers, employees and immediate 

supervisor.  Some contact with residents.  Contacts involve corrections or adjustments where 

some tact is essential to resolve minor problems. 

 


