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Classification Specification
	

	
	1077100

	
	FINANCE AND ADMINISTRATIVE SERVICES MANAGER



Class Summary
The responsibilities of this classification include overseeing both financial functions and administrative services functions for a division or large section.  Financial functions typically include one or all of the following areas: accounting, financial analysis, budget and/or grants/contract management.  Administrative functions typically include any combination of the following support services: technology-related functions, human resources, facilities and asset management, customer service or other areas of general administrative support.

Distinguishing Characteristics

This is a single-level classification which is the top finance and administrative management position responsible for a broad array of financial and administrative support services for a department or large division.  An individual in this position is a key member of a department or large division’s management team, typically reporting to the department or division manager.  An incumbent assigned to this classification performs work that has a high degree of complexity and supervisory responsibility, requiring expertise in both administrative support services functions and financial functions. This classification is distinguished from a Business and Finance Officer IV in that a BFO IV implements policy, while a Finance and Administrative Services Manager sets top financial and administrative policies for the department or division.

Examples of Duties (May vary by position)

1. Oversee some combination of the finance, accounting and/or budget functions, including management of grant funds.

2. Coordinate the preparation, implementation and monitoring of operating and capital budgets.

3. Oversee some combination of primary administrative support functions for a department or division such as human resources, local area/wide area networks, other technology functions, fleet maintenance, facilities and asset management, customer account services, codes and contracts, and general administrative support services.

4. Identify and assess department or division projects/programs and financial requirements; participate in developing strategic planning and project/program implementation efforts.

5. Serve as a member of the department or division’s management team.

6. Identify and assess policy and procedural issues and make recommendations to management on recommended courses of action.

7. Manage the work of staff, including recruitment and selection, discipline and termination, work assignments, employee development and performance evaluation.
8. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge of financial analysis techniques and principles
Knowledge of generally accepted accounting principles and techniques
Knowledge of budgeting techniques and principles
Knowledge of auditing and internal control techniques and principles
Knowledge of automated information reporting system
Knowledge of project management techniques and principles
Knowledge of issues and techniques for managing support services that serve an entire department or division
Subject matter expertise in one or more assigned administrative support functions
Knowledge of human resources management techniques and principles
Analytical skills
Problem-solving and conflict resolution skills
Facilitation skills
Decision-making skills
Presentation skills
Skill in policy analysis and design
Skill in strategy planning
Skill in adjusting to changing priorities
Skill in working in a political environment
Licensing, Certification and Other Requirements
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None
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