
Amador Water Agency 
Financial Services Manager 
Page | 1 
 

AMADOR WATER AGENCY 

  
Job Title:    FINANCIAL SERVICES MANAGER 
Department:   Finance 
FLSA Status:  Exempt 
Approved By:  Board of Directors  
Approved Date:  July 9, 2020     
FLSA Status:  Exempt 
Contract Employee 
 
Classification specifications (job descriptions) are intended to present a descriptive summary of 
the range of duties and responsibilities performed by an incumbent in the classification.  
Specifications are intended to outline the minimum qualification for entry into the classification 
and not intended to reflect all duties and responsibilities of an incumbent in the classification. 
 
SUMMARY  
Under general direction of the General Manager, plans, organizes, directs and participates in 
the comprehensive activities and operations of the Financial Services, Customer Services and 
Purchasing, which includes accounting, budgeting, financial planning, investments and 
preparing for annual audits.  Serves as the chief financial advisor to the Board of Directors, 
General Manager and Department Managers on a variety of financial matters. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be 
assigned.  
 

1. Assists the General Manager with the protections of Agency assets and the 
maintenance of budget controls; short and long-range financial planning and budgeting; 
performs the most complex accounting functions, invests Agency funds.   

2. Ensures the Agency financial policies and procedures meet all applicable laws and 
regulations. 

3. Assume full management responsibility for all financial services and activities including 
accounting, journal entries, budgeting, investments, procurement; recommend and 
administer policies and procedures.  

4. Develops and maintains budget and financial policies, plans and procedures, including 
the Agency's Capital Improvement and Renovation and Replacement Program.  

5. Plans, coordinates, and ensures preparation of the Agency’s annual operating and 
capital project budgets, mid-year and mid-cycle review process with assistance from 
other Managers and staff.  

6. Conducts ongoing analysis of the Agency’s financial condition and reports to and 
advises the General Manager and the Board accordingly.  

7. Directs and analyzes studies of general economic, business, and financial conditions 
and their impact on the Agency's policies and operations.  

8. Analyzes Agency reserves for adequacy. 
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9. Ensures the recording of assets and ensures timely and accurate posting to the general 
and subsidiary ledgers.  Ensures tax reporting activities are performed in accordance 
with all governing laws and regulations. 

10. Establishes and manages Agency investment program and policy including investing 
Agency funds prudently and consistently with the Agency’s investment policy. Reports 
on Agency investments in accordance with laws and policy.  

11. Leads the Agency's bond issue as well as oversees the repayment of bonds.  
12. Oversees the development, implementation, management/monitoring and revisions to 

Agency policies, procedures, ordinances, and resolutions related to capacity fees, utility 
services billing rates, financial records management, special and administrative fees, 
non-operating revenues such as property taxes and assessments.  

13. Coordinates the development and consolidation of rate policies and the Agency’s 
financial model.  

14. Performs research; prepares projections, analysis and recommendation on financial 
policy and procedures; and performs/coordinates special projects as directed by the 
General Manager.  

15. Works with other Departments to obtain financial information and provides fiscal 
monitoring reports, including computer generated reports as requested.  

16. Develop, monitor, and update as needed Agency purchasing policies and procedures.  
17. Tracks reimbursement agreements and required payments; ensures invoicing is 

regularly performed for services rendered by the Agency that can be recovered by policy 
or agreement.  

18. Ensures tracking of annual recurring financial obligations of the Agency and annually 
update those rates and fees tied to indexes.  

19. Completes and submits in a timely fashion special Agency financial reports as may be 
required by the State Controller’s office or other regulatory agency.  

20. Ensures the Agency’s compliance with GASB 43, GASB 45, GASB 68, GASB 75 and 
other accounting standards implemented by oversight agencies.  

21. Ensures compliance with Proposition 218 and other state agency requirements for 
implementing new charges and fees.   

22. Prepares and successfully monitors the annual budget and goals for the Agency.  
23. Reviews reports, publications, policies, and other written statements for accuracy and 

consistency with Agency goals and objectives.  
24. Regularly reviews financial reports to ensure correct application of benefits and payroll 

adjustments.  
25. Represent the Agency to outside groups and organizations; participate in outside 

community and professional groups and committees.  
26. Attend offsite meetings during regular and non-regular business hours, as required.  
27. Establish and maintain an effective and cooperative working relationship with coworkers 

through knowledge of work, personal and professional conduct, and good judgment.   
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28. Participate in the identification, planning, development, implementation, and tracking of 
new and/or modified programs that would promote and enhance the mission, goals, and 
objectives of the Agency’s Finance and Customer Services Departments.  

29. In accordance with Agency ordinances and policies, seek improvements and remedies 
to minimize customer disruptions resulting from nonpayment or other factors related to 
the customer experience.  

30. Oversee controls and protocols for use of and input into the Utility Billing database for 
customer records consistent with State and Federal regulations including those 
necessary for the protection of personal and financial information.  

31. Recommend and assist in the development of improvements to Agency policies, 
ordinances, and procedures related to charges, billings, and other customer-related 
issues; including drafting proposed policies, procedures, board resolutions and 
ordinances and presenting them to the Board of Directors and its committees.  

32. Assist in developing and administrating the annual operating budget for respective 
departments.  

33. Manage, train, motivate, and evaluate assigned personnel.  
 
Supervisory Responsibilities                       
Directly supervises employees in the Customer Services and Financial Services. Carries out 
managerial responsibilities in accordance with the organization's policies and applicable laws. 
Responsibilities include interviewing, hiring, and training employees; planning, assigning, and 
directing work; appraising performance; rewarding and disciplining employees; addressing 
complaints and resolving problems. 

 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of knowledge, skills, and/or 
abilities required.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.   
 
Knowledge of: 

1. Information systems, such as the Utility Billing database or other available analytical 
tools for routine monitoring of customer experience including a variety of measurements 
ensuring continuous improvements and refinements which achieve Agency goals and 
objectives.  

1. Principles and practices of budget preparation and administration in the public sector.  
2. Principles and practices of governmental and utility accounting and financial 

management, including payroll, general ledger, and customer billing systems.  
3. Principles and practices of debt financing, including long-term capital financing and bond 

marketing strategy, including rating agency communications needs. 
4. Annual financial reports and external audits.  
5. Information systems and procedures used in financial applications.  
6. Pertinent local, State and Federal laws, rules and regulations.  
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7. Organizational and management practices as applied to the analysis and evaluation of 
programs, policies and operational needs.  

8. Best practices for rate making standards, principles and methods.  
9. Principles and methods of financial modeling; financial projections, and long-term 

planning.  
10. Principles of investment analysis, within public agency limitations and guidelines.  
11. Principles and practices of effective customer service.  
12. Standard business practices such as letter writing, report writing, preparing informational 

materials in visual formats.  
13. English language usage, spelling, grammar, and punctuation.  
14. Principles of personnel management including supervision, work planning, training, 

employee development and annual performance evaluations. 
 

 Ability to:  
1. Ability to plan, organize, direct and coordinate the work of others; select, supervise, train 

and evaluate staff; delegate authority and responsibility. 
2. Develop and administer departmental goals, objectives and procedures.  
3. Prepare clear and concise administrative and financial reports. 
4. Prepare and administer large and complex budgets. 
5. Analyze problems, identify alternative solutions, project consequences of proposed 

actions and implement recommendations in support of goals.  
6. Identify and respond to staff, community and board of directors issues, concerns and 

needs; respond to inquiries from regulatory agencies or members of the business 
community; effectively present information to top management, public groups and/or 
boards of directors. 

7. Define problems, collect data, establish facts, and draw valid conclusions.  
8. Interpret an extensive variety of technical instructions in mathematical or diagram form; 

interpret and explain agency policies and procedures. 
9. Communicate clearly and concisely, both orally and in writing; establish and maintain 

effective working relationships with those contacted in the course of work.  
10. Calculate figures and amounts such as discounts, interest, and percentages.  
11. Plan, direct, lead, and control the administration and operations of all aspects of the 

finance and customer services departments, including forecasting and planning for 
financial issues affecting the Agency, and preparing alternatives, analyses, and 
recommendations for action.  

12. On a continuous basis, analyze budget and technical reports; interpret and evaluate staff 
reports; know laws, regulations and codes; observe performance and evaluate staff; 
problem solve department related issues; consistently enforce various personnel rules; 
and explain and interpret policy.  

13. Develop and implement Agency-wide and department policies and procedures related to 
procurement of goods and services, justify investment decisions, ensure timely billings 
and payments of liabilities, etc.  

14. Work effectively with other departments and colleagues at all levels of the organization.  
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15. Gain cooperation through discussion and persuasion.  
16. Use computer programs necessary to the effective operation of the department including 

an integrated accounting software package (Springbrook), word processing (Word), 
spreadsheet software (Excel), e-mail and internet software, and presentation software 
(PowerPoint).  

17. Define problems, collect data, establish facts and draw valid conculsions. 
18. Effectively present information to top management, public groups, and/or boards of 

directors.  
19. Effectively respond to common inquiries or complaints from customers, regulatory 

agencies, or members of the business community.  
20. Analyze problems, identify alternative solutions, project consequences of proposed 

actions and implement recommendations in support of goals.  
21. Interpret and consistently apply Agency policies, procedures, rules and regulations.  
22. Adapt to changing technologies and learn functionality of new equipment and systems.  
23. Plan, coordinate, and organize work to meet deadlines with accuracy, thoroughness, 

and attention to detail.  
24. Work independently and prioritize multiple tasks often under time constraints and with 

limited supervision.  
25. Read, understand and carry out written and oral directions in a clear, concise, and 

consistent manner.  
26. Operate a variety of automated office machines typical of a work environment such as a 

multi-function printer/copier/scanner machine, and fax machine.  
27. Operate a computer for the effective operation of the Department including word 

processing, database, spreadsheet, presentations, e-mail, internet and an integrated 
accounting software package.  

28. Communicate clearly and concisely both orally and in writing with Agency staff, co-
workers, consultants and the public in one-to-one and group settings.  

29. Be adaptable to performing under varying levels of stress; and to deal with people 
beyond giving and receiving instructions.  

30. Recognize and resolve conflict situations in the work place, including planning for them, 
solving them when they occur, and communicating outcomes reached.  

31. Provide leadership and management of the department through coaching and facilitating 
employees working in a team environment. 
 

PHYSICAL DEMANDS 
The physical demands described herein 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. 
 
While performing the duties of this job, the employee is regularly required to speak and hear to 
effectively interface with other staff members and the public, potentially in front of large 
gatherings; maintain the capacity to sit at a computer for a period of time; walk, stand, kneel, 
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climb, stoop, bend, squat; and use hands and fingers to write and handle, grip and operate 
office equipment and drive an Agency vehicle.   
 
Specific vision abilities required by this job include close vision, distance vision, peripheral vision 
and the ability to adjust focus.   
 
WORK ENVIRONMENT 
The work environment characteristic described here are representative of those an employee 
encounters while performing the essential function of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
 
The majority of the job activities are performed indoors in a temperature-controlled environment; 
occasional outdoor activities may occur including in inclement weather conditions and including 
traversing uneven terrain.  Minimal exposure to noise generated from the operation of office 
equipment.   
 
OTHER REQUIREMENTS 
 
Education/Certification:   Any combination of education and experience which would likely 
provide the necessary knowledge and abilities is qualifying: 
 
Equivalent to graduation from an accredited four-year college or university with major 
coursework in Accounting, Finance, Business, Public Administration, or closely related field is 
desirable.   
 
Professional certifications:  Certified Public Accountant (CPA) certification desirable, but not 
required. 
 
Must possess a valid California driver’s license, have a satisfactory driving record, and be 
insurable by the Agency to operate Agency vehicles.   
 
Experience:  A minimum of seven (7) years of professional accounting experience including at 
least three (3) years professional governmental accounting experience at the management 
level.  Experience working in a public water and/or wastewater agency is highly desirable, but 
not required. 
 
 

 

 


