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Supervisor of Accounting Services 
Job Description


	

	Department
	Corporate Services

	Reports To
	Manager of Finance

	Job Description Approval Date
	

	



POSITION SUMMARY:

The Supervisor of Accounting Services is a key member of the Corporate Services team and is responsible for overseeing the day to day operations of the accounting and payroll functions.  This position provides supervision for and guidance to various Finance department personnel (A/R, A/P, Utilities, Reception and Payroll).  This position also leads, participates in, and supports various financial and accounting activities such as grant reporting, budget preparation, audits and project/work order costing.

Under the direction of the Manager of Finance, the Supervisor of Accounting Services is responsible for assisting with the delivery of financial services in accordance with generally accepted accounting principles and any supplementary standards established by regulation. 

KEY DUTIES AND RESPONSIBILITIES:

1. Assist the Manager of Finance in the financial management of Lacombe County’s funds.

2. [bookmark: _Hlk517098028]Provide direct supervision and leadership to the Payroll Officer, Finance Technician, Finance Clerk and the Receptionist with a focus on mentorship to support continued growth and to maximize their personal success and success to the organization.  Set work priorities, conduct performance evaluations, hire and discipline employees, manage vacation and flex time requests, etc.

3. Oversee and review the accounting services provided by the Financial Officer for all subsidiary funds managed by Lacombe County. Review draft financial statements and review reports for board meetings.

4. In collaboration with the Financial Officer, establish and maintain the financial accounting of Tangible Capital Assets for Lacombe County including additions, deletions, and amortization. Provide for project cost and general ledger reconciliation to support capital costs. Provide year-end reports to support financial statement and information return reporting for year end. 

5. Be an active member of the Asset Management Plan (AMP) committee. Assist with the establishment and maintenance of the financial component of the plan as required.

6. Ensure that adequate audit controls are in place and reviewed on an annual basis.

7. Oversee and approve the supply order process and ensure purchases maintain competitive pricing.

8. Approve utility billings for Lacombe County buildings.

9. Provide a leadership role in assigned software and special projects:
a. Serve as a technical resource person for software systems.
b. In conjunction with the Financial Officer provide for updating of the security settings in the financial, budgeting and job cost software programs ensuring audit controls are maintained.
c. Develop and document business processes.
d. Assist in the design, implementation and improvement of applications.
e. Organize and assist in the delivery of end user training.  Communicate upgrades and process changes to users.  Resolve issues and answer questions from employees.

10. Review and approve monthly payrolls and all annual payroll and pension reports. Maintain an extensive working knowledge of payroll (concepts, practices and techniques) including employment standards legislation, policies, statutory deductions, pension plan and benefit programs.  Provide for clear direction with respect to payroll matters and related interpretation of legislation and policies.

11. Manage Project/Work Order Costing and provide guidance for Inventory Control functions:
· In conjunction with the Financial Officer, maintain system control files for the project and work order costing software, providing direction for newly established jobs and integration functions.
· Approve equipment charge-out rates, administration fees and overhead costs on an annual basis.

12. Manage the gravel inventory process and provide guidance to Operations personnel as required.

13. Provide for the investment and redemption of funds received as security in trust through the development process.

14. In conjunction with the Manager of Finance, manage the corporate purchasing card program including the issuance and cancellation of cards to County personnel and audit review of journal entry transactions prepared by the Finance Technician.

15. Receive credit applications and approve or decline within limits established under policy.

16. Provide financial and technical assistance to assigned departmental areas for day to day operations, reporting, budgeting and year end processes:

a) Prepare and/or review financial, systems and variance reports to ensure accuracy, integrity and completeness related to the County’s various operating and capital accounts.
b) Investigate, follow up and resolve any unusual adjustments, corrections or issues.
c) Prepare year-end adjusting entries prior to the external audit process.

17. Under the direction of the Manager of Finance, manage and direct the Offsite Levy process including calculation, annual invoicing, adjustments, accruals and reconciliation.

18. Manage and direct the grant claims process for all departments:
· Develop a good working knowledge of grant program objectives, eligibility requirements and administrative procedures.
· Receive and review grant applications for all County departments and submit to grant agency.
· Monitor grant approvals and communicate results to the originating department, the Accountant and senior management.
· Maintain expenditure records for all grant projects and reconcile to the general ledger. Provide copies of capital project costs to the Manager of Finance in a timely manner. 
· Prepare interim and final grant claims and submit to appropriate agency.

19. Maintain a good working knowledge of financial, budgeting, and job cost system software and provide for year-end processes and consulting support to other staff. 

20. Provide backup support for other finance related duties in the absence of the   Manager of Finance.
GENERAL DUTIES AND RESPONSIBILITIES:

1. Develop a good knowledge of the County’s operations and human resources.

2. Maintain the confidentiality of all records in the office and only release information in accordance with County policy and applicable legislation. 

3. Maintain effective public relations with other County employees, ratepayers and the general public and present a positive County image.

4. With the approval of the Manager of Finance and at the expense of the County, attend seminars, workshops and courses with the objective of improving knowledge and competencies related to performing assigned job duties.

5. Maintain knowledge of all acts, regulations and other legislation affecting the financial operation of the County.

6. Such other duties and responsibilities as may be assigned from time to time.

7. Participate in workplace safety initiatives and meetings as required.  Report to work fit for duty.

QUALIFICATIONS:

1. Post-secondary diploma or degree in Accounting, Business, or Commerce or a related discipline.  Preferably working towards a professional accounting designation.

2. Several years related accounting experience in a complex computerized accounting environment with a strong knowledge of Generally Accepted Accounting Principles.

3. Able to interpret and apply advanced accounting principles, legislation and policy to accounting business practices.

4. Successful leadership and supervisory skills and experience; proven track record of success in staff management.  Preferably at least 3 years of supervisory experience.

5. Significant experience in payroll and benefits administration.  Certification as a Payroll Compliance Practitioner or Certified Payroll Manager is an asset.

6. Able to maintain confidentiality when dealing with confidential and sensitive information.

7. [bookmark: _GoBack]Advanced computer skills using the Microsoft Office suite of applications, especially Microsoft Excel.  Proficient using computerized financial software applications.  Experience using municipal software is an asset.

8. Analytically skilled with the ability to perform financial and budgetary evaluations.

9. Grant financial management experience is an asset.

10. Skilled at communicating effectively, both verbally and in writing, with the public, external organizations and County employees.

11. Able to work with considerable independence and demonstrate initiative, resourcefulness and leadership in establishing and achieving business objectives.

12. Capable of prioritizing, planning, organizing and managing projects in situations of competing activities to ensure goals are accomplished efficiently and effectively. 
QUALIFICATIONS:

The employee typically works in an office environment and uses a computer, telephone and other office equipment as needed to perform duties.  The noise level in the work environment is typical of that of an office.  The employee may encounter frequent interruptions throughout the work day.

In this sedentary position, the employee is regularly required to sit, talk, hear, and use hands and fingers in a repetitive motion to operate office equipment.  The employee must have close visual acuity to view the computer monitor and perform reading of various types of documents.

This position also involves walking or standing for brief periods of time and occasionally exerting up to 10 pounds of force to lift, carry, push, pull or otherwise move objects.  
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