
POSITION DESCRIPTION

TITLE: Senior Financial Analyst LAST UPDATED: January 13, 2016
DEPARTMENT: Financial Services JOB CLASS: 50
REPORTS TO: Director of Financial Services FLSA DESIGNATION: Exempt

________________________________________________________________
Summary: As a key member of the Financial Services team, this position reports to the Director of
Financial Services. The Senior Financial Analyst performs high level complex data analysis for budgeting,
accounting, special projects, research, and report preparation in accordance with Generally Accepted
Accounting Principles, purchasing and budgetary statutes, and internal policies and procedures. This
position will be required to analyze information, identify alternatives, and make sound recommendations.
The Senior Financial Analyst will also be required to prepare written documents, including transmittal
letters and internal reports, to communicate the financial status of the City to citizens, management, staff,
and bondholders.

The intent of this position description is to provide a representative summary of the major duties and
responsibilities performed by incumbent(s) in this position. Incumbent(s) may not be required to perform all
duties in this description and incumbent(s) may be required to perform position-related tasks other than
those specifically listed in this description.

Essential Job Functions:

 Assists with preparation and administration of the City’s Annual Budget, Popular Annual Financial
Report, and Comprehensive Annual Financial Report.

 Assists with preparation of presentations for financial reports and reporting, including graphics and
interactive media.

 Manages the Internal Review COSO Model and assists Director with developing audit plans and
reviews in conjunction with the contracted internal audit firm.

 Prepares managerial reports and conduct financial and statistical analysis of information.

 Prepares various outside surveys for the Census Bureau, COG fee survey, TML fee and revenue
survey, Municipal Advisory Council and other surveys received by the Department.

 Provides senior level support to the Department with a concentration on internal control reviews,
budget and accounting.

 Performs high level, complex analysis of budgets, revenue projections, economic indicators, multi-year
financial plans and financial trends and forecasts.

 Examines proposals for accuracy and conformance with established procedures, regulations and
council objectives.

 Assists in developing department performance metrics and strategic financial plans.

 Establishes and maintain credibility by providing timely and accurate analysis and reports.

 Assists Director with financial transparency standards and new programs, including current web based
programs, website dashboards to be developed, and preparing packets for award programs.

 Assists Director and Assistant City Manager with updating information for continuing disclosure, official
statements and bond offering documents.

 Assists in the development and implementation of financial policies and procedures.

 Assists in the preparation and compilation of audit schedules and year end activities.

 Performs account reconciliations, prepare journal entries and internal audits.

 Participates in special projects at the request of management of the Department.

 Reviews City Council Agendas and prepare files for action items pertaining to Finance.
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Other Important Duties:

 Responds to and resolves difficult and sensitive citizen inquiries and complaints.
 Travels to attend meetings, conferences and training.

 Stays current in GASB and FASB pronouncements and changes in the accounting profession.

 Performs other related duties as assigned.

 Regular and consistent attendance for the assigned work hours is essential.

Required Knowledge and Skills:

 Knowledge of Governmental Accounting Standards Board (GASB) requirements and Generally
Accepted Auditing Principles (GAAP) related to municipal finance administration and program
development.

 Knowledge of Federal, State and Local financial policies, laws and regulations, including tax laws.

 Knowledge of maintaining complex computerized general ledger systems.
 Knowledge of municipal audit practices and procedures.

 Knowledge of City policies and procedures.

 Proficiency in the use of computers and related equipment, hardware and software for development
and tracking of various accounts.

 Skill in effective oral and written communications.

 Skill in tracking, monitoring, and reviewing various reports.
 Skill in resolving customer complaints and concerns.

 Skill in problem solving.

 Ability to prepare clear and concise reports.

 Ability to research, analyze and evaluate new service delivery methods and techniques.

Preferred Education, Experience, and Certifications:

 Bachelor’s Degree in Accounting, Finance or related field and three (3) years of accounting
experience and CPA designation in Texas or Bachelor’s Degree in Accounting, Finance or related
field and five (5) years of responsible accounting experience or equivalent combination of education
and experience.

 Certified Public Accountant for the State of Texas preferred.
 Preference given to individuals with governmental fund accounting experience.

 Must pass a pre-employment drug screen, criminal background check and MVR check.

 Must possess valid State of Texas Driver’s License.

Environmental Factors and Conditions/Physical Requirements:
 Work is performed in an office environment.

 May be subject to repetitive motion such as typing, data entry and vision to monitor.

 May be subject to extended periods of intense concentration in the review of fiscal and accounting
reports.

 May be subject to bending, reaching, kneeling and lifting such as retrieving files, records, and general
ledgers.

Equipment and Tools Utilized:
 Equipment utilized includes personal computer, copier, calculator, fax machine, and standard office

equipment.
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Approved By:

10/28/2014
Anita Cothran, Director of Financial Services Date

 10/28/2014
Shannon Allyn, HR Generalist Date


