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Title: Director of Administration & Finance Classification:  Senior Management 

Department:  Finance Grade:  $105,000 to $135,000 

Reports to: Town Manager FLSA Status:  Exempt 

Effective Date:  7/15/2018 Union Status:  Non-Union 

 

Summary 

As a key senior department head in the Town, performs administrative, supervisory and technical work in 
monitoring and directing all financial management operations for the Town of Danvers, which includes 
responsibility for the offices of accounting, assessing, procurement, retirement, town clerk and 
treasurer/collector.  Performs technical work involving the receipt, disbursement and investment of town 
funds, the borrowing of money and the collection of all taxes due to the town; performs technical 
accounting, financial, and computerized functions in maintaining the financial records and systems of the 
Town.  Performs all other related work as required. 

Must be fully committed to providing service excellence to every person who visits, works, or resides in 
the Town of Danvers by embodying the organization’s five core values: inclusion, integrity, accountability, 
positivity, and collaboration. 

Essential Functions 

(The essential functions or duties listed below are intended only as illustrations of the various types of work 
that may be performed. The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related, or a logical assignment to the position.) 

 

 Manages the daily operations of the Finance Department, including supervision of professional and 
administrative staff; disciplines and evaluates the performance of staff; ensures training of staff to 
achieve maximum efficacy. 

 Oversees and maintains a complete set of records of account appropriations, expenditures, revenues, 
assessments and abatements according to statutes, bylaws and regulations; maintains storage of 
documents in accordance with record retention laws; examines and retains custody of all town 
contractual agreements; maintains a register of surety bonds of indemnity turned over to the town; 
maintains debt management records; and stays current on all related laws and regulations. 

 Interprets and administers Federal, State, and local laws, regulations, and policies relevant to 
municipal financial management.  Analyzes financial and economic data and trends, and changes in 
Federal, State, and local laws and regulations that have an economic impact on the Town. 

 Serves as the Chief Financial Advisor to the Town Manager, Selectmen, Finance Committee, Town and 
School department heads, and others for financial management and forecasting strategies, plans, 
policies, and actions. Prepares financial recommendations and reports for town officials. 
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 Oversees the administration of all accounting operations of the Town, including maintenance of 
financial records, filing of all State and Federal reports, payroll, accounts payable, etc.  Oversees and 
is responsible for advanced accounting work.  

 Oversees the procurement function; participates in developing RFPs; and assists departments with 
legal requirements and purchasing compliance. 

 Oversees and administers debt service, including working with bond counsel, credit rating agencies, 
and financial advisors to design maturity schedules for long-term bond, and prepare offering 
statements. 

 Oversees and is responsible for the overall development and preparation of the Town’s annual 
operating budget recommendations, including the general fund, the enterprise funds, and the capital 
improvement programs.  Participates with the Town Manager and others in presenting, defending, 
and resolving final budget plans before the Selectmen, Finance Committee, Town Meeting, and other 
decision-making bodies.  Monitors implementation of, and compliance with, adopted budgets with 
Town department heads. 

 Develops, coordinates, and prioritizes annual and long-range goals and objectives for each division 
within the Finance department.  Ensures coordination of operations among the divisions.  Assesses 
department and division performance and directs corrective action, as required. 

 Administers the Town’s Contributory Retirement System, including oversight of staff and actuarial 
services.  Reviews new retirement legislation, analyzes impact of acceptance, and implements if 
accepted. 

 Oversees Town audits, prepares formal responses to audits, and facilitates implementation of 
approved recommendations. 

 Prepares and distributes recurring or special reports to comply with administrative orders, federal 
and state grants, and similar requirements. 

 Provides guidance to all town departments and agencies on operating procedures in financial 
management; briefs responsible officials on proper submittal of bills and invoices; provides town 
officials with periodic balances in appropriation and other accounts. 

 Performs staff duties for the Finance Committee. 

 Works on special assignments and projects. 

 Attends evening and other after-hours meetings, as necessary, to fulfil duties. 

 Performs other similar or related duties, as required or as situation dictates.  
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Minimum Qualifications 

The Director of Administration & Finance position generally requires a Master's Degree in finance, public 
administration, or business administration, and five to seven years of progressively responsible related 
experience, including supervisory experience; or any other equivalent combination of education, training, 
and experience.   

Required Licensing/Certification:   
A valid U.S. driver’s license 
Ability to become MCPPO certified 
 
Knowledge, Ability, Skill 

Knowledge: Thorough knowledge of municipal accounting principles and practices and budgetary 
functions; thorough knowledge of the organization and operation of town departments and of legal 
controls over municipal finance in the Commonwealth. Working knowledge of related Mass. General Laws 
and Bylaws.  Expert knowledge of municipal finance and Chapter 30B.   

Ability: Ability to analyze and interpret complex financial data and to present findings clearly in written 
and oral form. Ability to prepare and manage budgets. Ability to establish and maintain cooperative 
relationships with subordinates, town officials and governmental representatives. Ability to work 
independently and exercise judgment.  

Skill: Skill and accuracy in working with numbers and detail. Diagnostic and problem-solving skills. 
Excellent computer skills including, financial, word processing, and spreadsheet applications. Excellent 
organizational skills.  

Supervision  

Received: Works under the administrative direction of the Town Manager and in accordance with the 
statutes of the applicable Massachusetts general laws and local bylaws.  Incumbent functions 
independently referring specific problems to supervisor only where clarification or interpretation of town 
policy or procedures is required.  

Exercised: Has direct supervisory responsibility for ten or fewer full time employees; has indirect 
responsibility for all employees of the Finance Department. 

Responsibility: Performs highly responsible functions of a complex and technical nature requiring the 
significant exercise of judgment and initiative to ensure that all municipal financial transactions conform 
to law and to professional standards; works independently within established policies and procedures; 
assumes direct accountability for departmental results. 

Job Environment 

 Work is performed under typical office conditions; required to attend evening meetings of the finance 
committee, board of assessors, school committee, board of selectmen, and other boards and 
committees as needed; work environment is usually quiet. 

 Operates standard office equipment and computers. 
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 Work requires regular contacts with community leaders, local, state and federal officials, requiring 
administrative and technical knowledge and ability to promote and protect the Town’s best interests; 
contacts require considerable skill in negotiating and resourcefulness and discretion in influencing 
decisions and behavior of other department heads; makes daily contacts with taxpayers regarding 
complaints or problems that require research and resolution. 

 Has access to all town-wide confidential information such as bid proposals, lawsuits, personnel 
records, collective bargaining information, assessment appeals, etc. 

 Errors are difficult to detect and could result in excessive costs, major financial losses from 
unauthorized expenditures, failure to receive funds due, or deterioration of the Town’s financial 
position; errors may also result in legal ramifications. 

 
Physical Requirements 

(The physical demands described are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.)  
 
Minimal physical effort required; may be required to move/transport up to 20 pounds such as books, 
computers, and common office objects. Position requires the ability to operate a keyboard and general 
office equipment at efficient speed and view computer screens for an extended period of time. The 
employee is frequently required to convey information at meetings with staff and others. Ability to 
operate a motor vehicle to transact town business. 
 
(This job description does not constitute an employment agreement between the employer and employee, 
and is subject to change by the employer, as the needs of the employer and requirements of the job 
change.) 
 
 
 

Pay Equity/Equal Opportunity/Americans with Disabilities Act Employer 


