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	Job Title:
	Finance Coordinator 
	Department/Loc:
	Administration (Hybrid)

	FLSA Classification:
	Non-Exempt
	Date Drafted:
	October 2025

	Reports To:
	Finance Director



	Position Summary



Under general supervision, the Finance Coordinator performs a variety of routine to moderately complex technical and administrative duties in support of the City’s financial operations. Responsibilities include processing accounts payable, providing finance and data management support, assisting with the preparation of financial reports and audits, and maintaining accurate financial and bookkeeping records. The position applies established accounting principles and procedures to ensure compliance, accuracy, and efficiency in financial transactions.

[bookmark: _Hlk211325213]This position operates in a hybrid capacity, allowing for remote work while requiring on-site attendance one day per week (or as otherwise scheduled) to support in-person collaboration, document processing, and departmental coordination. Work is performed with some independence in scheduling and prioritizing tasks and is reviewed regularly by the supervisor for accuracy, compliance, and overall effectiveness.

	Position Responsibilities- Essential
This list of tasks is illustrative ONLY and is not a comprehensive listing of all functions and tasks performed by positions in this class. It does not imply that all positions within the class perform all of the duties listed, nor does it necessarily list all possible duties that may be assigned.



· [bookmark: _Hlk211323440]Verifies purchase orders and incoming invoices for accuracy and completeness, ensuring proper documentation, budget justification, signature authorization, calculations, general ledger coding, and vendor information.
· Codes invoices for received by the Finance department, to include those with multiple purchase orders.
· Enters accounts payable data into the City’s financial management system accurately and in a timely manner.
· Ensures invoices are processed within a 30-day turn around
· Processes direct pay invoices such as membership dues, registration fees, travel reimbursements, rent payments, and capital project expenses within established timeframes.
· Manages accounts payable email folders for invoices and correspondents with vendors Finance Department email and acts as a point of contact for electronic inquiries folder, including receipt, status, and verification of invoices and correspondence with payments for vendors and official requests.
· Processes checks for payment, matches checks with invoices, and maintains copies for financial records.
· Monitors outstanding vendor payments; provides notifications and follows up on checks not cleared by the bank or identified as stale during monthly review.
· Communicates effectively with vendors, City personnel, and elected officials regarding invoices, payments, and general ledger accounts; investigates and resolves discrepancies as needed to ensure timely payment.
· Reconciles vendor statements and audits vendor files for completeness and accuracy.
· Ensures proper documentation of vendor tax information, including federal identification and state tax numbers.
· Prepares and maintains a variety of financial records, reports, and spreadsheets as required.
· Responds to routine financial inquiries, concerns, and requests for information from City personnel, elected officials, and the public in a professional and timely manner.
· Performs general clerical and administrative duties, including typing correspondence and reports, data entry, copying and filing documents, answering telephones, and processing incoming and outgoing mail.
· Attends meetings, training sessions, and workshops as necessary to maintain and enhance knowledge, skills, and compliance with financial procedures and regulations.

	[bookmark: _Hlk211325061]Position Responsibilities- Non-Essential/Other



· Other duties as assigned

	Essential Skills and Experience



· High School Diploma
· Minimum of two (2) years of accounting or administrative support experience
· Working knowledge of computers, office practices and procedures
· Ability to read a variety of policies, warrants, criminal records, etc. 
· Requires the ability to prepare reports, records, forms, court dockets, etc. with proper format, punctuation, spelling and grammar, using all parts of speech. 
· Ability to perform multiple tasks simultaneously
· Ability to communicate effectively verbally and in writing
· Ability to handle stressful situations
· Ability to maintain confidential information as necessary


	Beneficial Skills and Experience



· [bookmark: _Hlk211325178]Associate or bachelor’s degree in finance or a related field
· Experience in a local government setting


	Work Environment



This position operates in a hybrid capacity, allowing for remote work while requiring on-site attendance one day per week (or as otherwise scheduled) to support in-person collaboration, document processing, and departmental coordination. Work is performed with some independence in scheduling and prioritizing tasks and is reviewed regularly by the supervisor for accuracy, compliance, and overall effectiveness.

	Mental & Physical Demands- ADA Guidelines



Physical Demands
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· 
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· Sit				Constantly
· Walk			Occasionally
· Stand			Occasionally
· Handling			Frequently
· Reach Outward		Occasionally
· Reach Above Shoulder	Occasionally
· Climb			N/A
· Crawl			N/A
· Squat or Kneel		Occasionally
· Bend			Occasionally


Lifting Requirements
· 
· 10 pounds or less		Frequently
· 11-20 pounds		Occasionally
· 21-50 pounds		Occasionally
· 51-100 pounds		N/A
· >100 pounds			N/A


Pushing and Pulling Requirements
· 
· 12 pounds or less		Occasionally
· 13 to 25 pounds		Occasionally
· 26 to 40 pounds		N/A
· 41 to 100 pounds		N/A
· > than 100 pounds		N/A

Definitions
· N/A   	Not Applicable		Activity is not applicable to this occupation
· O		Occasionally		Occupation requires this activity up to 33% of the time (0 - 2.5+ hrs/day)
· F		Frequently		Occupation requires this activity from 33% - 66% of the time (2.5 - 5.5+ hrs/day)
· C		Constantly		Occupation requires this activity more than 66% of the time (5.5+ hrs/day)

ENVIRONMENTAL HAZARDS: 	
None

SENSORY REQUIREMENTS:	
The job requires normal visual acuity, depth perception, and field of vision, hearing, speaking, and color perception.

The Company has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent an expressed or implied contract of employment nor does it alter your at-will employment, and the Company reserves the right to change this job description and/or assign tasks for the employee to perform, as the Company may deem appropriate.



Print Employee Name			Employee Signature			Date Signed


Print Manager/Supervisor Name	Manager/Supervisor Signature		Date Signed
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