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Managerial
ACCOLI.ntIng Class Code:
CoordlnatOr 230-1 (CC-3)

Bargaining Unit: Non-Union Exempt

CITY OF APPLETON
Revision Date: 3an—29,2618 FebruaryApril ....... 2024

SALARY RANGE

$28.13 - $39.39 Hourly
$58,510.40 - $81,931.20 Annually

NATURE OF WORK:

This is a highly technical and professional position that provides management and leadership in
the development and administration of Department of Public Works annual operating and capital
budgets. Responsible for financial reporting, internal accounting, management information,
inventory and purchasing systems and billing functions. As the supervisor of Customer Servie
employees, will cooperate with the Assistant City Engineer, Deputy Director/City Engineer-DPW
and Public Works Director to plan, direct, organize and monitor customer service related
programs/projects and the work of employees to meet the department goals. In addition,
coordinating and scheduling work hours, training new employees, make supervisor approved
entries to correct time and attendance records along with gathering supporting

documentation. The incumbent works under the general supervision of the Director of Public
Works.

JOB FUNCTIONS:

ESSENTIAL JOB FUNCTIONS

» Oversee, direct and support Customer Service team.




» Approve time and attendance records.

» Assumes primary responsibility in the development and management of the department's
operating and capital budgets.

* Provide justifications for budgetary requests. Meet with budget managers to discuss budget
narrative and related data.

« Assist the Director in identification and resolution of various budgetary opportunities and
concerns throughout the year.

* Oversee all financial operations of Central Equipment Agency (CEA).

« Participate as a member of the Senior Management Team and in multiple work groups
throughout the department.

» Supervises clerical staff including delegating work, evaluating performance, and coaching
employees.

» Assist in training new employees.

* Act as liaison to the Finance Department for the completion of the annual City audit.

» Reconcile all infrastructure capitalization forms with general ledger and the work order system
and submit to the Finance Department for use in completing the annual City audit.

* Assists in developing and implementing administrative controls and management information
systems department-wide.

* Prepares Cost of Service Analyses for the Department of Public Works functions.
* Prepares special reports and projects as directed.

» Reviews, approves, and analyzes invoices, purchase orders, contractor payments,
authorizations, etc. for the Department of Public Works.

» Approve and monitor all procurement card activity and prepare monthly reports.

» List and monitor the CEA's surplus equipment on e-Bay, coordinating with the Purchasing
manager to find the best venue/presentation for sale or disposal.

* Provide back-up to the Purchasing Manager listing of surplus City-wide.
* Oversee the collection and issuance of all parking permits, assists Parking Supervisor in all
other cash management including implementing and monitoring internal controls and

procedures.

* Trains staff in accounting, customer service, problem solving and computer software.

* Assists in compiling data necessary for quarterly, semi-annual, and annual budget reports.



» Assist in compiling the reports and items necessary for preparing and completing the Municipal
Services Committee meeting agenda and other commitiee agendas as assigned.

» Prepares the Municipal Services Committee meeting agenda and meeting minutes.

* Ensures financial data is accurate, up-to-date and in compliance with the City of Appleton's
accounting practices.

* Ensures that managers have accurate and detailed information and analyses to enable them
to make informed decisions regarding the financial status and condition of the department for
both short- and long-range planning purposes.

» Maintains regular punctual and predictable attendance, works overtime and extra hours as
required.

OTHER JOB FUNCTIONS
* Approves and tracks invoices and receipts.

» Meniters-Approves and tracks payroll.

* Participates on Q.I.P teams or acts as a facilitator.

REQUIREMENTS OF WORK:

Bachelor’s degree in accounting or related field and three to five years' experience in budget
development and analysis in a public agency setting, or any equivalent combination of
experience and training which provides the following knowledge, abilities, and skills:

+ Considerable knowledge of principles and practices of accounting, budgeting, and finance in
municipal government.

+ Considerable knowledge of general ledger and other accounting related computer systems
and applicable software.

* Knowledge of inventory and purchasing practices and procedures.

» Knowledge of applicable laws, PSC rules, City policies and contracts that affect the financial
operation of the Department of Public Works.

* Knowledge of management policies, rules, and regulations.
3+ Knowledge of personnel management practices.
+ Ability to develop and encourage employee professional and personal growth.

+ Ability to maintain confidentiality of sensitive materials, records, and conversations.



* Ability to compile and maintain financial records and accounts.

+ Ability to establish and maintain effective working relationships with other employees and the
public, and to deal with the public in a courteous and tactful manner.

« Ability to assist in the development and day to day management of the department's budget.
* Ability to compile and analyze financial data and prepare reports.

+ Ability to develop and oversee inventory, purchasing and other financial systems.

* Ability to supervise staff and respond to questions and problems in a timely manner.

* Ability to communicate effectively both orally and in writing with personnel at various levels
both within and outside the organization.

« Skill in the operation of various computer systems.

« Valid driver's license with a good driving record.

SUPPLEMENTAL INFORMATION:

COMPETENCIES

Communication
Self-directed/Autonomous/Accountable
Problem Solving
Technical/Professional/Strategic Skills
Creative/Innovative

To learn more about these competencies click here

JOB TASK ANALYSIS:
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JOE TITLE: Managerial Accounting Coordinator
REVISED DATE: dpril 2012
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FHYSICAL DEMARDS
Standing
Walking
Sitting
Lifting Light-max 1{iIbs
Lifting Moderate — max 25 Ibs
Lifting Heavy to moderate — max 451k
Lifting Heavy - max §51bks
Carrying est wi 15 1hs
Pushinzest wt 25 1hs
Polling=st wt 25 1bs
Pullinghand aver hand
Climbing stairs
Climbing, ns= of ez and amms
Balancing
Stooping
Enezling
Fepeated bending
Crawling
Reaching Ohizh O low O level
Bepetitive finssr movement
Alzy nse hands for zraspine
Ay ns= hands for mamipulation
My use hands for twisting of wrist
Mlay nse hands for fex/ena of wrist
May nse hands for reaching
My use hands for overhead work
Rapetitive tovisting or pressuse imalvine wrists of hands
Bath hands required
Bath less required
Ability of rapid men&loms cular coardnation simuleneoushy
Oral comemnication: speaks clesrlyin O 5panish EEnglish O Hmong O Other:
Hearinz-conversatim
Intense visual concentration
Specific visnal reqmHrsment
TDiepth perception
Color vision Distin=nish basic shades
Ciolog vision DMstinenish basic colars
Operation of crane, tmck or mator wehicke
Other:

WORKING CONDITIONS
COtside
Altemating between (G ide and Inside
Heat batween 30 - 100 dzzress
Heat aver 100 degress
Ciold below 55 degress
Temperature chenszs: O exc=sive O f=quent
Wetness
ity atmasphetic oomd ifions
Confined spacs
Heizghts {list maimom JIH)
Constamt noise above B3 decibels
Intenmitient noiss sbove B decibels
Vibmation
Fumes: O Irriem O Toxic
Dst: Alore fen misance
Gases: Types:
Chemicals: Types:
Greaseand oils Types:|
‘Workine withmachinary with mavine pars
Workinz withmaovine vehidss
Working with ladders'scaffolding
Warkin= below ground
‘Workine withhands in waer
Workinz alms

Work imensity,. O sedemzry O lisiw B lishtmediom O medion O heavww Hows'dewvB-8  Davsweslcld
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0 - Occasionaily: 1 to 33% gf the time onjob
F - Freguentiy: 34 to 66% of the time onjob
C = Constatiy: Move than 6756 qf the time on job

EO0D0DEROOOODOO00O000O00000000000EEE BEA ™

Far:

OO00EO0000000000000000O0O0O0 ™

Diays ovetins wask

EO0000OO0DOOODO0OoOoooooooo. U000 EpmmooooOoOoOO0d000O0O0O0O0OOOOOOOOOn



