SOUTH BAY REGIONAL PuBLIC
SBR P CA COMMUNICATIONS AUTHORITY

4440 West Broadway, Hawthorne CA. 90250
Tel 310/973-1802 Fax 310/978-0892
Email: employment@rcc911.org

www.rcc911.org

FINANCE & PERFORMANCE AUDIT MANAGER

JOB SUMMARY:

Operating as a key member of the Authority’s management team, the Finance & Performance Audit
Manager ensures all Authority funds are properly managed and accounted for and assists the
Executive Director with performance auditing and measurement. Working under the direction of the
Executive Director, plans, organizes, and manages the Authority’s finance functions, including
accounting, purchasing, accounts payable and receivable, payroll, budgeting, cash management,
fixed assets, investments, and financial reporting. In collaboration with the Executive Director,
develops and monitors performance metrics for the Authority and recommends and implements
strategies for measuring and enhancing organizational effectiveness.

MAJOR DUTIES:

The duties listed below are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position if
the work is similar, related, or a logical assignment to the class.

e Performs and supervises payroll, purchasing, accounts receivable and payable, and general
ledger accounting duties, including supervision, review and approval of all disbursements in
compliance with all state and federal procedures and reporting to ensure all Authority funds
are properly accounted for.

e Supervises assigned staff, completes performance evaluations, provides guidance and
training, and implements coaching, counseling or discipline, as required.

e Prepares all accounting reports for management, the Executive Committee, and the Board of
Directors.

¢ Provides financial information in response to requests from management staff and elected and
appointed officials.

e Prepares bank reconciliations and maintains the treasurer's ledger.

e Oversees the Authority’s investments and investment policy.

e Reviews or prepares reports to be filed with Federal, State, and local agencies.

e Oversees grants administration and grants reporting.

e Assists auditors in the annual preparation and review of accounting records and statements.

¢ Reviews financial processes for internal controls; makes recommendations to the Executive
Director for improvements or changes where necessary.
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e Coordinates all aspects of the Authority’s annual budget including forecasting, recommending
annual revenue and expenditure levels for departments, and work plan development and
evaluation.

¢ Analyzes and solves administrative and budget problems.
e Acts as a resource for management on budget issues and concerns.
¢ Develops, implements and administers various budget and financial related projects.

e Performs a variety of financial and organizational analysis functions including: computer input
and report writing, spreadsheet use and analysis, and computation of statistics.

e Coordinates and assists the development of department work plans, goals and objectives, and
staffing issues for budget consideration.

e Conducts management, process and organizational studies including but not limited to
workflow analyses, revenue and expense forecasting, organizational structure and alignment,
process re-engineering, and long range planning.

o Develops, implements and administers management projects and programs; assists Executive
Director with administrative and management duties as directed.

e Develops workload and performance measures and metrics for use and analysis in
organizational reviews.

e Conducts research and performs internal management audit reviews, as directed by the
Executive Director.

o Assists with contracts administration, as directed by the Executive Director.
e Supervises consultants on various projects as required.

e Prepares, improves, and oversees implementation of internal policies and procedures as
directed by the Executive Director.

e Presents financial, budget, and internal audit information and recommendations to
management, the Executive Committee, and the Board of Directors.

e Provides excellent customer service.

o Performs related duties as assigned.

MINIMUM QUALIFICATIONS:

EDUCATION:
o A bachelor's degree from an accredited college or university, preferably with concentration
in accounting and/or finance. CPA or Certification as a Public Finance Officer from GFOA
is desirable.

EXPERIENCE:
o Five years of increasingly responsible experience in accounting or finance with at least two
years as a manager or as a supervisor, preferably in a governmental agency.

KNOWLEDGE, SKILLS, AND ABILITIES:

KNOWLEDGE OF:
o Principles and practices of public and business administration.
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o Generally accepted accounting principles (GAAP) and standard practices, including
applicable guidelines and practices as issued by the Government Accounting Standards
Board (GASB), Government Finance Officers Association (GFOA), and similar
organizations.

o Fund accounting.

o Principles and practices of governmental budgeting, investments, statistics, and auditing.

o Payroll, accounts payable, accounts receivable, purchasing, and cash management
reporting practices.

o Internal control methods and practices as related to finance operations.

o Methods and practices of intergovernmental billing.

o Computerized financial systems.

o Supervisory principles, practices and techniques.

o Applicable Federal, State and local laws and regulations.

SKILL IN:

o Using a personal computer and applicable software applications, including word
processing, spreadsheets, and presentation software.

o Reading, writing and communicating at an appropriate level.

ABILITY TO:

o Plan, organize, and execute all accounting, budgeting, and financial reporting functions.

o Oversee and process payroll, accounts receivable, and accounts payable invoices and
checks.

o Prepare financial statements and complete required reporting, including quarterly reports
for the Internal Revenue Service and the Employment Development Department and year-
end payroll reports including W2’s and 1094C and 1095C reporting for the Affordable Care
Act.

o Prepare clear and concise reports for the Executive Director, Executive Committee, and
Board of Directors.

o Communicate clearly and effectively both orally and in writing, including making
presentations and speaking in a public setting and before the Executive Committee and
Board of Directors.

o Demonstrate proficiency in computer-based financial management system.

o Operate a variety of office equipment.

o Maintain an effective working relationship with Authority staff and auditors.

o Effectively supervise Authority employees and oversee outside contractors and
consultants.

o Provide excellent customer service to Authority members, clients, and constituents.

o Perform complex financial, statistical analysis using Excel and computerized financial
management systems.

o Effectively identify appropriate performance metrics.
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o Conduct organization studies and make appropriate recommendations for process
improvement and reengineering, workflow analyses, and management audits.

o Stay abreast of new GASB pronouncements and other related accounting and finance
rules, regulations, and guidelines.

MONTHLY SALARY (Steps A-E): $9,809.68 - $10,276.07 - $10,769.37 - $11,284.46 - $11,829.01

BENEFITS:

e Holidays and Leave: Vacation 96 hours and sick leave 120 hours; 11 fixed holidays plus 56
hours of floating holidays and 48 hours administrative leave.

e Insurance: Section 125 Cafeteria Plan $1,200 per month medical and dental; premiums for
vision and $100,000 life insurance paid by the Authority.

e Retiree Medical: Depending on years of service, employees who retire from the Authority
with at least ten years of service shall receive, per month, from date of retirement until age 65,
$40 for each year of service times the number of years of service with the Authority.

e Tuition Reimbursement: $4,000 per year for college or university courses.

RETIREMENT:

CalPERS 2% at 62 formula for new CalPERS members; OR 2% at 60 formula for existing
“classic” CalPERS members with less than a six-month break in service from another
CalPERS or CalPERS reciprocal agency. Additional details on the Authority’s retirement plan
will be provided to candidates during the job offer process. For further information about
CalPERS, please contact CalPERS directly.

PROBATIONARY PERIOD: There is a twelve-month probationary period.

ALL APPLICANTS MUST SUBMIT THE FOLLOWING VIA EMAIL TO employment@rcc911.org:

1. Completed job application.

2. Resume.

3. Cover letter.

4, Answers to Supplemental Questions.

Please note that a resume alone will not be accepted in lieu of an application.

This is an open competitive recruitment process. This recruitment will remain open until Wednesday,
October 3, 2018. The best qualifying candidates will be invited to a first round interview, which
is scheduled for Wednesday, October 10, 2018.

VISIT OUR WEBSITE AT www.rcc911.org TO
OBTAIN ADDITIONAL INFORMATION AND
DOWNLOAD AND PRINT OUT AN APPLICATION
RETURN APPLICATIONS VIA EMAIL
TO employment@rcc911.org

®
southbay911
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http://www.rcc911.org/fileadmin/user_upload/pdf/other/SBRPCA_Application_for_Employment_W_O_Supplemental_and_W_O_Salaries_9-19-2018.docx
http://www.rcc911.org/fileadmin/user_upload/pdf/other/SBRPCA_Application_for_Employment_W_O_Supplemental_and_W_O_Salaries_9-19-2018.docx
http://www.rcc911.org/fileadmin/user_upload/pdf/other/Finance___Performance_Audit_Manager_-_Supplemental_Questions.docx



