	[image: image1.png]u

King County




Classification Specification
	

	
	1041100

	
	FINANCIAL SERVICES ADMINISTRATOR



Class Summary
The responsibilities of this classification involve coordinating and administering high-level, complex financial systems, projects and processes for a department or for a division in large departments.

Distinguishing Characteristics

This is a single-level classification in which an incumbent has broad staff responsibilities for financial systems, processes or projects without necessarily having formal supervisory authority over the divisions, sections or work units involved.  
This classification is distinguished from a Budget and Finance Officer IV in that there can be only one Financial Services Administrator in a department or division, and the Financial Services Administrator serves as the primary advisor to the department or division in the areas of financial systems, processes and projects.  A Financial Services Administrator is also distinguished from a BFO IV in that the former is recognized as an expert who may provide testimony on behalf of the department or division before elected officials and may be a public spokesman for rate issues.  
This classification is distinguished from the Chief Financial Officer in that the CFO serves at the department level, while a Financial Services Administrator serves in either a department or a division.  A Financial Services Administrator is distinguished from a Business and Finance Officer IV as a Financial Services Administrator sets policy in the assigned area.

Examples of Duties (May vary by position)
1. Manage division or department financial systems, processes, databases and monitoring and reporting systems.  

2. Develop and manage a division or department’s capital and operating budget, including developing financial plans, identifying new funding sources and coordinating with agencies that provide training. 

3. Develop complex budget and financial spreadsheets for management information and reporting purposes.  Ensure standardization, consistency and uniformity in the gathering, processing and reporting of financial information. 

4. Develop revenue projections, analyze funding options and recommend rate increases.

5. Serve as department lead for ad-hoc financial projects and participate in the design and implementation of such projects.

6. Provide ongoing training to all levels of staff in the implementation of financial systems and processes.

7. Identify and assess projects and systems requirements; provide strategic advice and participate in development of strategic direction for a division or department.

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

9. Manage staff, including hiring/firing, assigning duties, providing training, counseling and evaluating performance.
10. 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 financial information reporting systems
Knowledge of project management techniques and principles
Knowledge of financial processes and systems
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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