Town of Aquinnah
Town Treasurer & Human Resources Director


[bookmark: _GoBack]Definition:

The position as Town Treasurer performs administrative work involving the receipt, expenditure and custody of municipal funds, the borrowing of money, the custody of tax title properties and the preparation of payroll. Managing cash flow to ensure that sufficient liquid funds are available to operate the municipality efficiently is also a critical treasurer duty.  Estimated work time allocation for the Treasurer role is 70%.

The position as Human Resources Director focuses on the administration of assigned personnel management functions.  Acting as liaison to the Personnel Committee, as may be delegated by the Town Administrator; developing policies, forms and interfaces, etc. Responsible for research and assuring compliance with up-to-date personnel laws and regulations. Responsible for payroll preparation, administration and reporting for all employees. Accountable for OBRA enrollment and administration for part-time, temporary and seasonal employees.  

In the capacity of Human Resources Director, the position also acts as Benefits Administrator, In this role, the position is responsible for initial benefit enrollment of employees. For all employees working over twenty hours per week, benefits include county retirement, health, dental, life and vision insurance, cafeteria plan, deferred compensation, and supplemental, voluntary life / accident / disability / cancer insurance. Responsible for explaining, processing, entering and maintaining applicant information into the system. Responsible for informing beneficiaries of any changes to Cape Cod Municipal Health Group plans and promoting plan sponsored wellness programs. Estimated work time allocation for the Human Resource Director role is 30%.

Required Job Responsibilities – Treasurer:
 
1. Maintain, invest and collect town receivables; maintain trust funds, savings and checking accounts. 
2. Process bi-weekly accounts payable warrants 
3. Monitor cash levels and arrange borrowing of funds (RANS), if necessary 
4. Catalogue receipts; post to accounting software; transmit monthly to Accountant 
5. Reconcile receivables with the Tax Collector and Accountant 
6. Responsible for tax titles, calculation of and receipt of payments, discharge of tax titles, foreclosure sales and legal processes. 
7. Submit the annual report of all bank balances, including general funds, Community Preservation Act, stabilization and trust funds. 
8. Complete all state and federal reporting requirements. 
9. Work with Financial Advisor re: borrowing for Town projects. 

Required Job Responsibilities – Human Resources Director:
1. Plan, organize and lead the personnel labor relations for the Town, including the negotiation and administration of collective bargaining, mandatory and voluntary contribution plans and matters related to Workers Compensation and loss control programs
2. Provide requested information and counsel to Town employees related to Personnel administration
3. Prepare and process bi-weekly payroll 
4. Benefit administration 
5. Prepare and file required county / state / federal reports
6. Prepare and present statistical and narrative reports of some complexity for the Board of Selectmen, Personnel Committee or Town Administrator, upon request
7. Conduct research and attend advanced training to assure compliance with applicable laws and regulations to protect the Town’s interests

Essential Functions:

The essential functions or duties listed below are illustrations of the type of work 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 position.

1. Provide information to the Town Administrator and Board of Selectmen pertaining to personnel and financial matters; 
2. Serve as a member of the town’s financial and management team; 
3. Ensure that all municipal financial transactions and personnel actions conform to law and to professional standards; 
4. Assume direct accountability for department results; 
5. Respond to inquiries from bank officers and any other interested parties related to the town financing process; 
6. Respond to regulatory / state / federal agencies as may be related to the personnel administration;
7. Provide Department Head job performance evaluation of anyone under direct supervision, if applicable. 

Incidental Functions:

1. Assist the Board of Selectmen, Personnel Committee, Town Administrator and department heads in the recruitment, examination, appointment, compensation classification and development and training of employees;
2. Participates in the professional organizations and development to remain current in the field. 

Supervision Received:

Works under the policy direction of the Board of Selectmen and the administrative direction of the Town Administrator, with duties and responsibilities defined by state laws. In the roles of Town Treasurer and Human Resources Director, performs highly responsible functions of a complex and technical nature requiring the significant exercise of judgment and initiative. Works independently within established policies and procedures; questions generally referred to superior(s) only when clarification of operating policies and procedures are needed.

Supervision Exercised:

Provides immediate director to internal / external resources, as designated by the Town Administrator or in the course of work as the Town Treasurer and Human Resources Director. Provides administrative and task supervision to employees in the conduct of personnel and labor relations.

Work Environment:

Work is performed in office conditions. Workload is subject to seasonal cycles and events which can be planned for, as well as unplanned fluctuations; may attend evening meetings. The employee operates standard office equipment and has regular contact with the Board of Selectmen, Personnel Committee, Town Administrator and Town department heads, as well as general contact with the public and outside agencies. As the Human Resources Director, the position has access to personal information about town employees. Errors in judgment could result in legal repercussions and have significant financial implications.

Recommended Minimum Qualifications Education/Experience:

Education/Experience – Bachelor’s Degree in public administration, business administration, finance or accounting;; five or more years of progressively responsible experience in municipal financial management, business administration and personnel administration experience preferred; or an equivalent combination of education and experience.  Practical familiarity with municipal operations preferred. 

Additional Requirements – Ability to be bonded. Island residency preferred.

Knowledge, Ability and Skill – In its role as the Town Treasurer, the position must have thorough knowledge of the principles and practices of financial management and specific knowledge of the legal controls, methods and procedures of municipal finance and financial planning; working knowledge of computer applications for accounting and financial management, as well as Microsoft Office products. In its role as the Human Resources Director, the position must have thorough knowledge of the principles and practices of municipal personnel administration. The position must have the ability to analyze and interpret financial and personnel data and present findings clearly in written and oral form; ability to establish and maintain cooperative relationships with department heads; and the ability to work independently and exercise judgment. 

Physical Requirements - Minimum physical effort is required to perform functions in office conditions. The employee is frequently required to stand, walk, sit, speak and hear and use hands to operate equipment. Vision requirements include the ability to read and analyze documents and use a computer. 

Classification Plan Pay Assignment:

Grade 8 
Range: $34.45 - $39.94 / Hour (FY 2015 Compensation Plan)

This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.

Note:  The revised position description and reclassification of the position was adopted by the Board of Selectmen, at the recommendation of the Personnel Board, at regular meeting of the Select Board on 11/18/14, effective immediately.  The Selectmen also approved the Personnel Board’s recommendation to, effective immediately,  increase the weekly hours of the combined position by five (5) and move the revised position from FY15 Compensation Plan Grade 7 Step 4 to Grade 8 Step 2, to reflect a higher level of responsibility.  Such compensation change is deemed temporary until it becomes a permanent assignment in that grade for FY16 at the next ATM.
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