
     E	M	P	L	O	Y	M	E	N	T				O	P	P	O	R	T	U	N	I	T	Y	
	

												FINANCE	OFFICE	MANAGER	
	
																					 								Salary	Range:		$23.65	‐	$31.70/Hour	
																					 	 Closing	Date:			September	01,	2016	‐	5:00	p.m.			
																			 	 Postmarks	and	faxed	applications	not	accepted.	
	
	

	 	
	
	
Under	 the	 general	 direction	 of	 the	 Assistant	 City	 Manager,	 the	 Office	 Manager	 plans,	
directs,	 coordinates,	 and	 manages	 the	 activities	 of	 the	 personnel	 in	 the	 Finance	
Department,	including	customer	service,	general	ledger	accounting,	utility	billing,	accounts	
payable,	 payroll,	 cash	 receipting,	 accounts	 receivable,	 and	 other	 related	 functions.	 	 In	
completing	 these	 tasks,	 the	 Office	 Manager	 also	 performs	 difficult	 and	 responsible	
accounting	work	in	connection	with	maintaining	and	reviewing	financial	records;	researches,	
analyzes,	 and	prepares	 regular	and	 special	projects,	 reports,	 and	 financial	data;	and	related	
work	as	required.	
	
	
	
	
Directly	 supervise	 Finance	 Department	 personnel;	 train	 and	 cross	 train	 Account	 Clerks;	
provide	counseling	and	prepare	disciplinary	actions;	 research,	analyze,	and	prepare	regular	
and	special	 financial	statistical	projects,	reports,	and	recommendations;	devise	report	 forms	
and	office	procedures;	serve	as	liaison	with	representatives	from	other	departments	to	resolve	
problems	and	answer	questions;	audit	records	as	required;	assist	in	preparation	of	the	budget;	
process	 payroll,	 accounts	 payable,	 or	 other	 functions	 as	 necessary;	 organize	 and	 maintain	
Finance	 Department	 records	 and	 files;	 serve	 as	 technical	 coordinator	 of	 the	 automated	
financial	 management	 system;	 manage	 office	 tasks	 to	 ensure	 compliance	 with	 internal	
controls;	assist	 in	the	management	and	maintenance	of	the	city‐wide	network	of	computers	
and	related	equipment;	and	to	do	related	work	as	required.	
	
	
	
	
Any	combination	of	training	and	experience	that	provides	the	required	knowledge,	skills	
and	abilities	is	qualifying.		Typical	qualifications	include:	
	

Training	 and	 Experience	 –Graduation	 from	 a	 four‐year	 college	 or	 university	with	 a	
major	 in	 Accounting	 or	 related	 field;	 four	 years	 experience	 in	 accounting	 and	
bookkeeping,	including	at	least	one	year	in	a	lead	or	supervisory	capacity.	
	
Knowledge	 and	 Abilities	 –	 Ability	 to	 coordinate	 tasks	 and	 supervise	 several	
employees;	handle	multiple	tasks	simultaneously;	ability	to	understand	and	follow	
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written	 and	 oral	 instructions;	 ability	 to	 establish	 and	 maintain	 effective	
relationships	 with	 others;	 knowledge	 of	 governmental	 accounting	 practices	 and	
principles;	 knowledge	 and	 training	 in	 the	 use	 of	 computerized	 accounting	 systems;	
knowledge	 of	 modern	 office	 practices	 and	 procedures.	 Ability	 to	 maintain	 complex	
accounting	records	and	perform	financial	transactions	with	speed	and	accuracy;	ability	
to	prepare	regular	and	special	financial	statistical	reports;	ability	to	make	decisions	in	
accordance	 with	 ordinances,	 regulations,	 and	 procedures;	 ability	 to	 handle	 public	
complaints	and	inquiries;	ability	to	train,	motivate,	and	supervise	staff.	
	

	
	
	

	
Personal	computer,	printer,	scanner,	typewriter,	calculator,	telephone,	copier,	fax	machine,	
and	various	other	office	equipment.	
	
	
	
The	physical	demands	described	here	are	representative	of	those	that	must	be	met	by	an	
employee	 to	 successfully	 perform	 the	 essential	 functions	 of	 this	 job.	 	 Reasonable	
accommodations	 may	 be	 made	 to	 enable	 individuals	 with	 disabilities	 to	 perform	 the	
essential	functions.	
	
Tasks	involve	the	ability	to	exert	light	physical	effort	in	sedentary	to	light	work,	but	which	
may	involve	some	lifting,	carrying,	pushing	and/or	pulling	of	objects	and	materials	of	light	
to	 moderate	 weight	 (5‐25	 pounds).	 	 Tasks	 may	 involve	 extended	 periods	 of	 time	 at	 a	
keyboard	or	workstation.	May	occasionally	be	required	to	work	extended	hours.	
	
Specific	 vision	 abilities	 required	by	 this	 job	 include	 close	 vision	 and	 the	 ability	 to	 adjust	
focus.		Acute	hearing	is	essential	for	communicating	with	the	public.	
	
	
	
	
The	 work	 environment	 characteristics	 described	 here	 are	 representative	 of	 those	 an	
employee	 encounters	 while	 performing	 the	 essential	 functions	 of	 this	 job.	 Reasonable	
accommodations	 may	 be	 made	 to	 enable	 individuals	 with	 disabilities	 to	 perform	 the	
essential	functions.	
	
Primarily	 the	 work	 is	 in	 an	 office	 environment	 with	 occasional	 field	 work	 which	 may	
involve	walking,	standing,	bending,	stooping,	and	full	range	of	body	movement.		The	office	
environment	noise	level	is	usually	quiet.	
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A	City	application	 is	 required.	 	 Applications	may	 be	 obtained	 from	 the	City	 of	Anderson,	
Personnel	Department,	1887	Howard	Street,	Third	Floor,	Anderson,	CA	 	96007.	 	(530)	378‐
6646,	or	one	may	be	downloaded	from	our	website	at	www.ci.anderson.ca.us.			
	
	
	
	
On	receipt	of	completed	applications,	each	candidate's	education	and	experience	qualifications	
will	 be	 evaluated;	 the	 selection	 process	may	 consist	 of	 a	 qualifications	 appraisal,	 a	written	
examination,	an	oral	evaluation,	or	any	combination	of	the	above	appropriate	to	the	number	of	
applications	received.		The	scores	resulting	from	the	testing	process	will	determine	placement	
on	an	eligible	list	from	which	appointment(s)	will	be	made.			
	
	
	
	
Vacation:	 	 10	days	per	year;	15	days	after	5	years;	20	days	after	10	years.	
Holidays:	 	 14	paid.	
Sick	Leave:	 	 Earned	at	a	rate	of	1	day	per	month.	
Retirement:	 	 PERS	‐	Provides	2%	@	age	55	for	classic	employees	and	2%	@	age	62	for	

PEPRA	 employees	 (those	 entering	 CalPERS	 after	 January	 1,	 2013),	
Supplemental	to	Social	Security;	credited	sick	leave.		Highest	36	months.	
Employee	pays	member	share.	

Insurance:	 	 Group	 insurance	 plans	 for	 employees/dependents	 includes	 life	
insurance,	 medical,	 dental,	 vision,	 and	 disability.	 	 City	 pays	 93.3%	 of	
monthly	 premium	 plus	 (effective	 1/1/15)	½	 of	 future	 rate	 increases.		
Section	125	(Cafeteria)	Plan	available.	

	
The	City	of	Anderson	 is	an	equal	employment	opportunity	employer	and	does	not	
discriminate	 with	 regard	 to	 race,	 age,	 color,	 sex,	 religion,	 national	 origin	 or	
disability.	 	 The	 City	 of	 Anderson	 will	 make	 reasonable	 accommodations	 upon	
request	to	applicants	with	disabilities.	
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