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Job Title     :  Assistant County Manager/Finance Director                        Class   :   Professional 
Department:  Finance                                                                                  FLSA  :   Exempt 
Revised       :  March 2014 
 
 
This job description supersedes any prior description for the Assistant County Manager/Finance Director  classification. 
 
GENERAL DESCRIPTION 
 
Complex administrative work in assisting the County Manager with all aspects of planning and administration of County 
government.   Manages special projects as assigned by the County Manager.  Initiative and a considerable degree of 
judgment are required.  Directs the operations, programs, and services of assigned administrative departments including 
Finance, Purchasing, Ambulance Billing & Collections, Human Resources, and Risk Management. Work is performed 
under the general supervision of the County Manager. 

 
ESSENTIAL JOB FUNCTIONS (Any one position may not include all of the duties listed, nor do the listed examples 
include all tasks which may be found in positions of this class.) 
 
Coordinates and oversees the budgetary and financial operations of the County; maintains budgetary control over all 
departments. 
 
Performs a wide range of professional administrative duties including managing budget preparation, assisting with the 
planning and direction of County operations, staffing the Board of Commissioners, and representing the County with 
numerous local officials, boards, commissions, and advisory groups. 
 
Oversees the five-year financial plan and investment portfolio. 
 
Supervises the management staff, operations, programs, and services of the Finance Department, Human Resources 
Department, Purchasing, Risk Management, and Ambulance Billing and Collections. 
 
Supervises debt management; determines the amount of money required for debt service during each fiscal year; 
prepares Requests for Proposals, reviews analysis of proposals, and presents recommendations to the Board of 
Commissioners. 
 
Assists in the evaluation of County programs and departmental operations. 
 
Performs research, provides information and analyses for decision-making and prepares reports and documents for the 
County Manager and Board of Commissioners. 
 
Conducts special projects, seeks methods for improving systems, and works with the Board members and public officials 
from various jurisdictions and levels of government as needed. 
 
Acts on the behalf of the County Manager in his absence.   
 
OTHER JOB FUNCTIONS 
 
Attends meeting and conferences. 
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Performs related duties as required. 
 
Management reserves the right to add or amend duties at any time.  
 
KNOWLEDGE, SKILLS, AND ABILITIES 
 
Comprehensive knowledge of accounting and local government budgeting laws and practices. 
 
Comprehensive knowledge of N.C. local government laws, rules, and practices. 
 
Thorough knowledge of federal, state, and local laws and ordinances regulating County financial operations. 
 
Thorough knowledge of public administration including theories, functions, and methods and of planning and managing 
multiple departments, programs, and services. 
 
Thorough knowledge of public finance processes, administration, and budget preparation. 
 
General knowledge of the theories, principles, and practices of public personnel administration. 
 
Ability to research, analyze, and make recommendations on various topics. 
 
Ability to plan, direct, and supervise the work of others. 
 
Ability to establish and maintain effective working relationships with staff, elected officials, department directors, 
various County and State agencies, the media, and the general public. 
 
Ability to communicate effectively both orally and in writing. 
 
PHYSICAL REQUIREMENTS 
 
Work is primarily sedentary in nature.  Physical requirements include sitting for extended periods of time, walking, 
bending, stooping, and lifting books and files of approximately 35 lbs or less.  Work may include extended periods of 
time viewing a computer video monitor and/or operating a keyboard.  Work may include operation of a motor vehicle.  
Employee may be exposed to hazardous materials. 
 
EXPOSURE CONTROL 
 
Work activity does not entail predictable or unpredictable exposure to blood or body fluids. 
 
MINIMUM EXPERIENCE AND TRAINING 
 
Requires a Master’s Degree from an accredited college or university in Public Administration, Business Administration, 
or Accounting and considerable experience in local government administration or a related field; or an equivalent 
combination of education and experience; CPA certificate, supervisory experience, and extensive experience in 
governmental accounting are preferred; experience in Excel and Word are required.  A valid driver’s license is required. 
 

This job description does not create an employment contract, 
implied or otherwise. 
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