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FINANCE DIRECTOR

JOB SUMMARY

This position is a department head level position, which reports directly to the Board of
Selectmen and is responsible for the administration of the Town's financial records. This
position serves as a resource to the municipal management staff and regularly interfaces
with various department heads, agencies, boards and other regulatory bodies.

SUPERVISION RECEIVED

The Finance Director works under the direction of the Board of Selectmen but also

exercises independence when carrying out the responsibilities of the position. Keeps the
Board of Selectmen and the Town Administrator advised ofall aspects of the Town
finances on a regular basis. Makes recommendations to the Board of Selectmen
regarding budgetary matters, investment strategy and other matters relating to public
finance.

SUPERVISION EXERCISED

Exercises considerable independent judgment and oversees town hall staffwhen
requestedby the Board of Selectmen or the Town Administrator. Manages any finance
staff as needed if temporary or permanent staff areadded to the finance department.

PRIMARY DUTIES

Coordinates and manages Selectmen's records, fiscal matters, budgets, financial account,
cash management, payroll management, employees' benefits, purchasing and reporting
requirements using sound and accepted accounting practices. Coordinatesand manages
the investment oftown's funds and monitors department expenditures and revenues.

Processes the weekly payroll and prepares manifests and check registers to be reviewed
and approved by the Board of Selectmen.

Processes timely payment ofall accounts payable and preparesthe manifests and check
registers for review and approval by the Board of Selectmen.

Communicates with vendors when necessary or when requested by the Board of
Selectmen or the Town Administrator. Negotiates prices and payment terms when










