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CHIEF DEPUTY I – COUNTY TREASURER
GRADE: 17
GENERAL DESCRIPTION 

To provide assistance to the County Treasurer in the directing, controlling, and managing of County and Drainage District #1 financial operations; plans, organizes and directs activities of the County Treasurer’s Office accounting, receipting, and payroll divisions; and performs other related work as required, receiving minimal degree of supervision from the County Treasurer; addresses issues/concerns and exercises supervision of staff during County Treasurer’s absence. 
EXAMPLES OF WORK PERFORMED 

Directs, controls, and manages the County and Drainage District #1 financial operations based on County Treasurer regulations

Directs professional and technical staff engaged in accounting, receipting, and payroll divisions

Provides advice to county departments and Treasurer’s division on a variety of policy and procedural matters related to effective County government operation
Assists the County Treasurer in the preparation of monthly investment reports to Commissioners’ Court for review and approval

Present County Treasurer issues/concerns to Commissioners’ Court for approval in the absence of the county Treasurer

Prepares and monitors annual cash flow throughout the year

Prepares and monitors County Treasurer’s Office annual salary and expenditure budget to ensure smooth operation

Responsible for the facilitation and coordination of multi-departmental financial and accounting issues/concerns to ensure a comprehensive approach in managing funds

Plans, coordinates, and organizes policies, procedures, applications, systems, and projects

Evaluates complex accounting, receipting, and payroll issues and implement solutions

Interpret and apply legislation that affect County accounting, receipting, and payroll concepts

Establish and maintain effective working relationships with Elected Officials, Department Heads, and County employees

Establishes office standards and evaluates performance

Makes independent judgments on accounting, receipting, and payroll issues

Assumes responsibilities of County Treasurer in the incumbent’s absence 
Briefs Treasurer of all situations

GENERAL QUALIFICATION GUIDELINES 

Experience and Education

Bachelor of Business Administration (BBA) in Accounting or Finance or; Minimum of two (2) years of increasingly responsible office training with extensive investment knowledge; Two (2) years of related experience may be substituted for one year of the required education with a maximum substitution of two (2) years.  Must have working knowledge of PFIA (Public Funds Investment Act); Must be familiar and have working knowledge of Investment Collateral Act.
Knowledge, Skills, and Abilities

Knowledge of accounting principles, interest rates, and stock market
Work quickly and accurately with numbers and maintain neat, well organized records

Operate a 10-key calculator by touch

Must be able to communicate effectively both orally and in writing 

Use word processing and spreadsheet computerized programs

Operate personal computer, calculators, cash register, facsimile and telephone

Establish and maintain effective working relationships with other county employees, county officials, banking and securities personnel, co-workers and the general public

Bilingual (English/Spanish) preferred

Employee may be assigned other duties in addition to those listed; duties may change according to the changing needs of the county

Certificates, Licenses, Registrations
Must possess proof of current valid Texas Motor Vehicle Operator’s License

Must be able to be insured by the county’s insurance carrier
PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is regularly required to talk or hear. The employee frequently is required to stand. The employee is occasionally required to walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:
The work environment characteristics described here are representative of those an employee encounter while performing the essential functions of this job. 

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:
Maintain physical conditions appropriate to the performance of assigned duties and responsibilities which may include the following:

· sitting for extended periods of time

· standing for extended periods of time

· operating assigned equipment 

Maintain mental capacity which permits: 

· making sound decisions and using good judgment 

· demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

· working closely with others

· working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:

· making observations 

· reading and writing 

· operating assigned equipment 

· communication with others 

· required to follow the Hidalgo County Accident Prevention Plan and department’s safety regulations
Page 1 of 4

