
 

 

 

 

 

Classification Description  
 
 

To perform this job successfully, an individual must be able to perform the essential job functions satisfactorily. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the primary job 
functions herein described. Since every duty associated with this position may not be described herein, employees 
may be required to perform duties not specifically spelled out in the job description, but which may be reasonably 
considered to be incidental in the performance of their duties just as though they were actually written out in this 
job description 

 

Job Title: Director of Finance 
Department: Finance   

Pay Grade: 24     

FLSA Status: Exempt   

 
JOB SUMMARY 
Under the supervision of the County Administrator, plans, organizes, and directs the County’s 
Finance Department in the areas of budgeting, general accounting, accounts payable and 
receivable, payroll, purchasing/procurement, risk management, and related work. 

 

ESSENTIAL JOB FUNCTIONS: 

• Direct all County financial operations.  

• Coordinates, prepares, and administers the annual operating and capital 
improvement budget; 

• Advises the County Administrator and department heads on budgetary and other 
fiscal matters;  

• Prepares a wide variety of periodic and special financial and statistical reports; 

• Interprets and presents financial/budgetary reports in a variety of public meetings;  

• Monitors and forecasts revenues appropriations and expenditures; reviews fiscal 
operations to ensure integrity, accuracy and control of data; 

• May serve as grants financial administrator to prepare State and Federal reports and 
may assist Department Heads with managing grants awards; 

• Oversees payroll and accounts payable and receivable functions; provides risk 

management oversight; ensures required insurance coverage and serves as liaison 

to carrier 

• Oversees the investment of and accounting for all County funds including debt 
management;  

• Performs month end and year end close out procedures, coordinates trial balance 
reconciliation process with departments and prepares, posts and approves journal 

  



 

 

entries; 

• Supervises, directs, trains, coaches, and evaluates assigned staff;   

• Prepares internal controls, accounting and purchasing policies and monitors 
functions to ensure adherence to organizational policies; 

• Assist the purchasing agent and procurement team with execution and reviews 
processes. Approves purchase order requests to ensure compliance with 
procurement policies and with the assistance of Department Heads prepares 
solicitations including requests for proposals and assists with recommendations for 
contract awards.  

• Performs workflow status and approvals of purchasing requests, human capital 
management, and benefit management. 

• Ensure compliance with GASB, GAAP, GFOA best practices, and Virginia financial 
reporting requirements. 

• Coordinates the annual audit process, prepares documents as required by audit 
guidelines; and 

• Performs other related duties as assigned. 
 
 
MINIMUM QUALIFICATIONS TO PERFORM WORK: 

• Bachelor’s degree in accounting, finance, business, or closely related field 

• Five (5) years of professional experience in finance administration and/or accounting, 
including considerable supervisory experience 

• Or equivalent training, education, and experience 

• Finance experience in the public sector preferred 

• Certified Public Accountant preferred.  
 
Knowledge, Skills and Abilities:  

• Considerable knowledge of general laws and administrative policies governing 
municipal financial practices and procedures 

• Considerable knowledge of accounting theory, principles, and practices and their 
application to a variety of accounting transactions and problems 

• Knowledge of payroll systems and payroll accounting. Payroll systems integrations 
including Enterprise ERP (formerly MUNIS), Executime, Employee Access, etc. 

• Critical thinking and analytical skills 

• Advanced computer proficiency skills to include Microsoft Office and other relevant 
software programs  

• Ability to communicate effectively both orally and in writing  

• Ability to plan, organize, direct and evaluate the work of employees 

• Ability to establish and maintain effective working relationships with County officials, 
other governmental officials, employees, associates, and the general public. 

• Must have ERP experience. 
 
 

PHYSICAL DEMANDS: 
This work requires frequent exertion of up to 10 pounds of force; work regularly requires 
balancing, climbing, crouching, feeling, grasping, handling, hearing, kneeling, lifting, mental 
acuity, pulling, pushing, reaching, repetitive motion, speaking, stooping, talking, visual acuity 
and walking. 
 
  
 
 
 



 

 

WORK ENVIRONMENT:  
Work environment is dynamic and requires sensitivity to change and responsiveness to 
changing goals, priorities and needs. 
 
 

Surry County has the right to revise this classification description at any time and does not 
represent in any way a contract of employment. 

 
 

 

 

_____________________________________________   ____________________________________ 

Employee Signature                                                Date 
 
 
 
 
_______________________________   ________________________ 
Supervisor (or HR) Signature     Date  


