
Central Vermont Regional Planning Commission

FINANCIAL AND OFFICE MANAGER 

Job Description

GENERAL DESCRIPTION
The Financial and Office Manager position is multi-dimensional.  It performs administrative, financial, and business management work at a professional level to ensure the organization’s financial health and smooth operations.  This position requires an attention to detail, the skills of a diplomat, the ability to respond quickly to changing workloads, and working independently.

The Financial and Office Manager works independently under the general direction of the Executive Director, and provides administrative support to planning staff and the Commission's Treasurer.  It is the position’s responsibility to deal regularly with, and represent the Commission to, a variety of outside financial institutions, government and insurance agencies, vendors, and accountants. 

Work is required primarily at the CVRPC office and attendance at limited evening meetings is required.  Limited field work may be required, primarily in association with sub-recipient and contractor monitoring.
CHARACTERISTIC DUTIES
Financial Management
· In consultation with the Executive Director and the Commission's Treasurer, plan and oversee all financial and business management systems of the Commission, including accounting, personnel payroll and benefits, grants and contracts, service contracts, fixed assets, cash flow, investment, loans, leases and purchases; develop and/or modify systems and policies in accordance with government regulations and organizational needs

· Perform a full range of professional bookkeeping, accounting and financial analysis functions, including various account balancing and reconciliation tasks; payroll tax reporting and tax return preparation; cash flow, investment and loan management; end-of-year account auditing and closing functions; and data compilation and analysis as part of budget planning and administrative functions.  Prepare a wide variety of fiscal/business reports for internal use and as required by outside agencies; prepare for and coordinate annual external audits/financial reviews

· Manage the organization’s annual audit

· Research and administer Commission insurance and employee benefit programs; provide orientation for new employees with regard to Commission benefit plans and personnel policies

· Develop and monitor the budget for CVRPC, and prepare budget forecasts
· Provide financial and administrative support and interact with outside organizations as designated by the Commission, such as the Mad River Valley Planning District, Wrightsville Beach Recreation District, Mad River Resource Management Alliance, and Local Emergency Planning Committee #5

· Pursue professional development opportunities
Grants and Compliance Administration 

· Serve as the Commission’s expert on grant compliance and interpretation of OMB’s Uniform Guidance at 2 CFR Part 200 and all applicable regulations, policies and procedures.  Translates requirements into operational policies as required.  Develop and administer policies, systems, and documentation to ensure compliance, incorporate best practices, and ensure excellent controls.
· Work with the Executive Director and staff to ensure an accurate, timely, efficient and transparent process for the entire grant life cycle, from proposal to close. This entails grant/contract proposal development, pre-award management, expense reporting, tracking payments, reviewing or producing relevant reports, monitoring and post-award management. 

· Provide hands on training to staff as it relates to grant administration, federal and state guidance and compliance policies, and   organizational policies 

· Ensure federal sub-grantee monitoring and evaluation is completed.  Design and manage the due diligence and monitoring process for sub-grantees.  Proactively interpret and assess sub-grantee gaps, provide technical assistance as necessary and surface and address issues. 

Office Management

· Establish and maintain the Commission's filing and record-keeping systems related to all assigned functions, including financial, personnel, office insurance and worker’s compensation records, and public record files, in accordance with Commission policies and federal and state requirements.  Assist planning staff in the maintenance of municipal and planning files. Ensure public records laws are followed.
· Develop and implement new administrative systems, such as record management

· Maintain the condition of the office and arranges for necessary repairs

· Research and recommend sources and financing for needed office equipment and services; coordinate purchase and installation of equipment. 

· Order and maintain inventory of office supplies

· Maintain various mailing lists and records, manual and computerized; compile up-to-date information for mailing lists; update lists; coordinate mailings; distribute and sort incoming mail

· Organize staff and Commission meetings, including agenda distribution/posting and minute taking.  Assist in meeting preparations.
· Oversee the recruitment of new staff, sometimes including training and induction

· Serve as principal receptionist for the Commission; answer phone and greets visitors; screen callers/visitors; take messages; answer a variety of basic questions related to Commission functions, services, policies and procedures

· Provide assistance to the staff, Board and public by filling requests for information; assisting in data collection and analyses and report production; and providing clerical support, including the photocopying and distribution materials, as needed and as time permits. Assist planners with database entry, record keeping, and filing for permit applications. 
· Edit newsletters; prepare monthly staff reports and annual reports to member towns
· Review and update office operating procedures and policies 
· Assist municipalities with development and update of capital budgets and programs 

· Prepare special reports and projects as requested 

· Depending on the skills of the employee, duties may extend to the management of social media
TYPICAL KNOWLEDGE
· Thorough knowledge of accounting and budgeting principles and practices

· Considerable knowledge of administrative and business principles and practices

· Working knowledge of personnel administration principles and practices

· Knowledge of audit procedures and OMB’s Uniform Guidance at 2 CFR Part 200
· General knowledge of computer systems, ability to problem solve with computers, and manage computer files
· Familiarity with the operations and management of typical office equipment and office support systems.
TYPICAL SKILLS

· Attention to detail

· Ability to prioritize duties and work on several issues simultaneously

· Ability to meet firm deadlines

· Ability to develop and implement administrative procedures and evaluate their effectiveness
· Ability to supervise and to exercise discretion in applying policies
· Ability to communicate effectively orally and in writing and to work independently
· Ability to work effectively with staff, Commissioners and the general public is essential

· Ability to be proactive to initiate actions as needed, and to present complex financial data clearly to non-finance audiences

· Capability and judgment to see the larger financial picture and simultaneously pursue a high degree of accuracy in professional accounting work.  The ability to balance big picture work and detailed work when necessary will lead to effective performance in this position.

· Proficiency in QuickBooks and Microsoft Office products

· Self motivated to learn new concepts and to participate in new projects 

· Strong administrative, analytical, and communication skills

MINIMUM QUALIFICATIONS
· Bachelor’s degree in accounting or related discipline and three to five years in a similar position.  A master’s degree in accounting, business or financial management is preferred.
· A broad base of technical knowledge and skills in accounting theory and methods
· Relevant knowledge of state and federal grant management and contract administration is highly desirable

· US citizen or otherwise  lawfully authorized to work in the United States

