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Gloucester County Job Description 
 

 POSITION:   Finance Director             
DEPARTMENT:  Finance 

 JOB CLASS:  B060 
 FLSA:    Exempt   

                                
GENERAL STATEMENT OF JOB:  Under minimal supervision, plans and directs the County’s Central Accounting 
and Payroll functions.  This position oversees various functions including financial reporting, central accounting 

and payroll for the County; reviews and approves financial procedures and controls; reviews and approves all 
disbursements; oversees cash management, debt financing, fixed assets, grant activity, and risk management. 

Responsible for independently coordinating with external auditors and leading the preparation of the Annual 

Comprehensive Financial Report (ACFR).  Reports to the Deputy County Administrator/Chief Financial Officer.   
 

ESSENTIAL JOB FUNCTIONS: 
 

Directs the centralized accounting and payroll functions; ensures that staff receive training for assigned positions; 

assists and advises staff as necessary; provides guidance and support in resolving non-routine issues. Exercises 
supervisory responsibility in accordance with County personnel policies. 

 
Supervises for the maintenance, control, and analysis of the fiscal operations of the County government; maintains 

adequate accounting records in compliance with local, State and federal laws and ordinances.    
 

Supervises the County’s fixed asset program, creating and maintaining related policies and procedures, 

responsible for annual depreciation calculation and reconciliations. 
 

Supervises the posting and balancing of County ledgers; performs complex accounting work including general 
ledger close processes and related reconciliations and journal entries; prepares financial statements and other 

related reports.   

 
Responsible for the preparation of the Annual Comprehensive Financial Report (ACFR), including coordination 

with external auditors.  
 

Recommends and maintains County financial policies and provides advisory support to department heads 
regarding financial practices and compliance. Monitors, researches and evaluates new governmental accounting 

standards, overseeing implementation of new pronouncements. 

 
Provides financial analysis in support of the annual County budget, including preparation of reports and 

estimation of available fund balance. 
 

Prepares regular and special financial analyses and reports for the Chief Financial Officer; attends meetings of the 

Board of Supervisors as requested.  
 

Performs other duties as assigned.   
 

EMPLOYEE UTILIZATION IN ADVERSE WEATHER AND EMERGENCY CONDITIONS 

 
All Gloucester County employees are subject to being assigned to specific positions and tasks during a “Declared 

Emergency” as support personnel, by the County Administrator, the Emergency Management Director, or the 
Emergency Operations Plan (EOP).  Once assigned, this would be the same as a regular work assignment and all 

policies and procedures for duty assignments apply.  (Please see Gloucester County Administrative Policy 101.1 - 
Employee Utilization in Adverse Weather and Emergency Conditions.) 
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JOB LOCATION AND CONDITIONS: 

 
Duties are performed in an office environment.  Operates variety of office equipment: computer, copier, fax, and 

calculator.  

 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

 
Thorough knowledge of federal, state, and local laws and policies concerning municipal fiscal operations; of 

general governmental and municipal accounting and its compliance with GAAP, GASB and GFOA. 
 

Thorough knowledge of Word, Excel, and computerized financial software. 

 
Broad knowledge of the principles and practices of supervision, organization and public administration. 

 
Ability to plan, assign and coordinate the work of professional, technical and clerical staff, including 

implementing multiple projects simultaneously. 

 
Ability to establish and maintain effective working relationships with staff including municipal and State officials, 

department and agency heads, and other internal and external contacts. 
 

Ability to speak before an audience with poise, voice control and confidence.   
 

Ability to exercise independent judgment and discretion; maintain confidentiality; establish and maintain effective 

working relationships; and perform effectively under varying levels of stress. 
 

EDUCATION AND EXPERIENCE: 
Possession of a Bachelor's degree in accounting, business administration or a related field required. 

 

Six (6) or more years of progressively responsible management experience in general accounting and/or 
governmental accounting with considerable experience working with complex automated financial systems, 

spreadsheet applications, and financial reporting.   
 

PREFERRED SPECIAL QUALIFICATIONS: 
 

Licensure as a Certified Public Accountant (CPA) or Certified Public Finance Officer (CPFO).  

 

Experience with Tyler Munis 
 

Possession of certification from the Government Finance Officers Association (GFOA) or the Virginia Government 
Finance Officers Association (VGFOA). 
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PHYSICAL REQUIREMENTS: 

   

C= Continuous – over 6 hours a day 
F= Frequent – between 3 and 6 hours a 
day 

O= Occasional – less than 3 hours a day 
I= Intermittent–several times a week/month 

P= Periodic – several times a year 
N/A= Not applicable to position  

               
               

LIFT/CARRY C F O I P N/A 
 

EQUIPMENT USAGE & 
OPERATION 

C F O I P N/A 

1 to 10 lbs. ☐ ☐ ☒ ☐ ☐ ☐  Standard Office Equip. ☒ ☐ ☐ ☐ ☐ ☐ 
11 to 20 lbs. ☐ ☐ ☐ ☒ ☐ ☐  

Motor Vehicle ☐ ☐ ☐ ☐ ☒ ☐ 
21 to 50 lbs. ☐ ☐ ☐ ☐ ☒ ☐  

Vehicle requiring CDL ☐ ☐ ☐ ☐ ☐ ☒ 

51 to 75 lbs. ☐ ☐ ☐ ☐ ☐ ☒  
Other (explain)  ☐ ☐ ☐ ☐ ☐ ☒ 

76 to 100 lbs. ☐ ☐ ☐ ☐ ☐ ☒         

        
WORK WITH/NEAR C F O I P N/A 

PUSH/PULL C F O I P N/A 
 

Machinery ☐ ☐ ☐ ☐ ☐ ☒ 

1 to 10 lbs. ☐ ☐ ☒ ☐ ☐ ☐  
Electricity ☐ ☐ ☐ ☐ ☐ ☒ 

11 to 20 lbs. ☐ ☐ ☐ ☒ ☐ ☐  
Power Tools ☐ ☐ ☐ ☐ ☐ ☒ 

21 to 50 lbs. ☐ ☐ ☐ ☐ ☒ ☐  
Chemicals ☐ ☐ ☐ ☐ ☐ ☒ 

51 to 75 lbs. ☐ ☐ ☐ ☐ ☐ ☒  
Fumes ☐ ☐ ☐ ☐ ☐ ☒ 

76 to 100 lbs. ☐ ☐ ☐ ☐ ☐ ☒  
Heights ☐ ☐ ☐ ☐ ☐ ☒ 

               
MOVEMENT C F O I P N/A  ENVIRONMENT C F O I P N/A 

Carrying ☐ ☐ ☒ ☐ ☐ ☐  
Indoors ☒ ☐ ☐ ☐ ☐ ☐ 

Bend/Stoop/Twist ☐ ☐ ☐ ☒ ☐ ☐  
Outdoors ☐ ☐ ☐ ☐ ☐ ☒ 

Kneel/Crawl ☐ ☐ ☐ ☐ ☐ ☒  
Extreme Heat ☐ ☐ ☐ ☐ ☐ ☒ 

Reach Above 
Shoulders ☐ ☐ ☒ ☐ ☐ ☐  

Extreme Cold ☐ ☐ ☐ ☐ ☐ ☒ 
Reach Below 

Shoulders ☐ ☐ ☒ ☐ ☐ ☐  
Dusty ☐ ☐ ☐ ☐ ☐ ☒ 

Grasp/Squeeze ☐ ☒ ☐ ☐ ☐ ☐  
Excessive Noise ☐ ☐ ☐ ☐ ☐ ☒ 

Climb Stairs/Ladder ☐ ☐ ☐ ☐ ☐ ☒  
Other (explain) ☐ ☐ ☐ ☐ ☐ ☒ 

Uneven Walking 
Surface ☐ ☐ ☐ ☐ ☒ ☐         

Even Walking 
Surface ☐ ☐ ☒ ☐ ☐ ☐   VISION REQUIREMENTS 

(Check all that apply) 
 

          
ENDURANCE C F O I P N/A 

  
Depth Perception ☐  

Stationary Position 
(stand or sit) ☒ ☐ ☐ ☐ ☐ ☐   

Color Vision ☐  
Move, Traverse 

(walk) ☐ ☐ ☒ ☐ ☐ ☐   
Peripheral Vision ☐  

Operate, Activate, 
Use, Prepare, 

Inspect, Place, 
Detect, Position 

(use of 
hands/fingers) 

☒ ☐ ☐ ☐ ☐ ☐ 

  

Uncorrected/Corrected vision 
20/40 or better in one or both 
eyes; 100 degrees, or better, 

horizontal vision in one or both 
eyes 

☐  


