TOWN OF HOPKINTON
HUMAN RESOURCES DEPARTMENT

_____________________________
Town Hall

18 Main Street

Hopkinton, Massachusetts 01748
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Maryrose DeGroot




  Telephone:    508-497-9769 Fax: 508-435-2571
Human Resources Director
 


  e-mail: Maryrose@hopkinton.org

NOTICE OF VACANCY


	Job Posting #
	FY12-01 FinDir

	Opening Date:
	July 13, 2011

	Closing Date:
	Until Filled

	Title:
	Finance Director/Town Accountant

	Type of Position:
	Full Time (40+Hours per week), Exempt

	Salary:
	$90,684.45-$107,571.15

	Position Location:
	Town Hall


The Town of Hopkinton (pop. 15,000) with a budget of $62 million seeks qualified candidates for the position of Finance Director/Town Accountant.  
Under the direction of the Town Manager, the Finance Director  provides professional financial planning, management and administration for all Town financial operations.  This work includes significant diversity and complex administrative and supervisory work involving town-wide financial planning, accounting, budgeting, investing, debt management, and reporting of all municipal financial information.  Work requires the ongoing development, implementation, monitoring and adherence to all financial policies and procedures.  

The Finance Director acts as the Town Accountant and is responsible for the general oversight of the two major finance departments headed by the Treasurer/Collector and the Principal assessor.

The Finance Director acts as an ex-officio member to the appropriations committee per the Town Charter and interacts with the Town manager on a frequent basis on non-financial matters. 

DUTIES:
1. Makes recommendations to the Town Manager, Board of  Selectmen, and  the Finance Committee on all matters having a financial impact on the town;
2. Acts as the Town Accountant;
3. In conjunction with the Town Manager, prepares the budget overview and addresses questions and concerns posed by voters at Town Meeting; 
4. Responsible for the general oversight of the two major financial departments headed by the 

Treasurer/Collector and Principal Assessor.  This Position directly supervises the Assistant Town Accountant and is responsible for the broad oversight of all Finance Department Staff;
5. Coordinates the Town-wide Annual Operating Budget and Capital Planning process.  Analyzes and makes recommendations to the Town Manager on the Annual Operating Budget and Capital Plan departmental requests.  
6. Manages the Accounting department’s annual operating budget;
7. In close coordination with the Town Manager, the Finance Director is responsible for the development and ongoing maintenance of the Town’s  multi-year financial plan and forecast, which includes incorporating new and existing debt into the Town’s multi-year financial plan and providing financial analysis to ensure clear, succinct, and accurate data ;
8. Provides the Town Manager, Appropriation Committee, Board of Selectmen , other committees, and employees as needed with timely and reliable reports regarding the Town’s financial status and budgetary performance.
9.  Frequently makes presentations to boards and committees and the public on financial and budgetary   
 matters affecting the Town;
10. Develops, implements, and monitors policies and procedures for internal controls and oversees the annual audit process; 
11. Serves as an ex-officio member to the Appropriation Committee per the Town Charter.  Attends meetings of the Board of Selectmen and other boards or committees as necessary;
12. Maintain confidentiality of town-wide and department information;
13. Assists the Town’s Collective Bargaining Team;
14. Other related duties as required.
QUALIFICATIONS 

To be considered qualified for this position, candidates must have the following:
· Solid knowledge of Generally Accepted Accounting Principles (GAAP) and Generally Accepted Auditing Standards (GAAS) related to municipal financial and compliance reporting, and Massachusetts Uniform Municipal Accounting System (UMAS).  

· Familiarity with applicable local, state and federal laws, codes rules and regulations as they apply to municipal finance, with experience with Massachusetts Procurement Laws under Chapter 30B and 149 being highly desirable.
· Firm grasp on management principles and practices consistent with a collaborative management philosophy and the financial impact of collective bargaining, with a strong practical knowledge of strategic planning principles and procedures.

· Ability to prepare accurate, understandable and professional spreadsheets and presentation materials, using MS Excel, MS Office, and industry-specific software. 
· Plan, analyze, and evaluate programs, services, operational needs, and fiscal constraints  in order to proactively analyze problems, identify alternative solutions, project consequences of proposed actions, and implement recommendations in support of Town financial goals;

· Prepare and administer budgets with an understanding of the unique revenue generation methods and challenges of Massachusetts governmental entities; 
· Manage multiple priorities and strict deadlines simultaneously while directing and managing subordinates; privileged and/or confidential information
· Coordinate assigned activities with other Town departments and with other employees within the Finance Department; 

Education, Training, Special Licensure/Certification Requirements:
· Eight years experience in a responsible local government position with particular emphasis on financial and governmental operations, planning and automated financial systems;  
· Master’s Degree in Public Administration, Business or Accounting, with a Certified Municipal Officer or Certified Public Accountant  designation highly desirable; 
· Massachusetts Certified Purchasing and Procurement Officer designation is also highly desirable;

· Any equivalent combination of education and experience is also permissible;  
· Candidate must have the ability to be bonded.

APPLICATION PROCEDURE

To be considered for this vacancy, please reference Job Posting # FY12-01FinDir in the subject line, and submit:

1. Current employees of the Town of Hopkinton may apply by submitting a letter to the Human Resources Director, indicating their interest.  The letter should outline skills, training, and experience relative to the position.

2. Other applicants should complete and submit either a resume, or a Town of Hopkinton application for employment (available at the address below, and on our web site at: http://www.hopkinton.org), which should include the contact information for at least three professional references.

Submit the above required information to:  Maryrose@hopkinton.org   
Please note: this address is for application materials only.  E-mail is our preferred method of application, however, if you wish to apply by mail, please send the required items to:

Maryrose DeGroot

Human Resources Director

Job Vacancy #

Town of Hopkinton

18 Main Street

Hopkinton, MA 01748

Incomplete submissions will not be considered.

The Town of Hopkinton does not discriminate on the basis of race, color, religion, national origin, age, gender, sexual orientation, genetic information, or disability in admission to, access to, employment in, or treatment in its programs and activities. The Town of Hopkinton is an equal opportunity employer, committed to diversity in our workplace.  
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