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Finance Officer / Treasurer Job Opening 
Closing Date:  

 
 
Application Requirements:  Applicants must provide a resume.  All applications must be 
received by Friday, July 3, 2012 at 5:00 p.m.  Resumes can be emailed to rnelson@alpinecity.org 
or mailed to the Alpine City Offices (20 North Main, Alpine, Utah 84004). 

Salary Range: $40,000 to $80,000. 

Job Description:  As part of a small front office team, this employee will perform all of the day 
to day accounting functions necessary in a small city: human resources, payroll, accounts 
payable and utility billing; along with the monthly and yearly financial reports.  This position 
prepares the yearly budget, and directs the budget process with the City Council.   This position 
is also the City Cemetery sexton and is responsible for all cemetery records, sale of cemetery 
lots and internments.   

 All duties will be performed under the direction of the City Administrator.   

Duties include, but are not limited to:  

1. Oversees cash receipts and updates payments daily.  This includes online payments 
made in Xpress BillPay as well. 

2. Performs monthly utility billing duties along with processing terminated and new 
customers, and all account adjustments. 

3. Maintains meter read records and account number records for new developments.  
Assists Public Works department as needed in this area. 

4. Oversee all other utility billing tasks preformed by other office staff. 
5. Audits and closes General Ledger monthly and prepares all monthly financial reports. 
6. Audits and closes General Ledger yearly including all audit entries. 
7. Maintains City asset and depreciation reports with “Asset Keeper” program. 
8. Prepares yearend financial statements, MD&A and notes to be audited by outside 

auditor in accordance with GASB and GAP standards. 
9. Human resources/payroll including processing bi-weekly payroll checks, quarterly 

payroll reports, and yearly W2’s and federal reports. 
10. Maintains employee records, insurance contracts, retirement benefits and all other 

human resource duties. 
11. Performs accounts payable on a weekly basis. 
12. Acts as City Treasurer and must be bondable. 
13. Prepares City budget and all accompanying reports.  Directs City Council and city staff in 
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yearly budget process. 
14. Notary Republic for city and resident needs. 
15. Performs all duties as Cemetery Sexton including assisting residents in sale of lots, 

internments and managing all records. 
16. Maintains City website information and State transparency website.  
17. Works with the public in tense situations while keeping friendly composure and 

customer service.  
18.  Maintains City call out system and sends out notifications as needed. 
19. Assist Council and volunteers with Alpine Days. 
20. Researches, analyzes, and prepares recommendations regarding a wide variety of new 

or existing programs, dealing with financial, organizational, and programmatic or 
personnel issues.  

21. Other duties as needed. 
 

Qualifications:  
Knowledge of: Modern and complex principles and practices of planning program development 
and administration; advanced principles and practices of budget preparation and 
administration; principles of supervision, training, and performance evaluation; pertinent 
federal, state, and local laws, codes, and regulations; information sources and research 
techniques; architectural design review concepts, site grading, and drainage; principles of land 
use laws; principles and practices of public administration and management; research and 
analytical techniques.  

Experience and Education: Any combination equivalent to experience and education that 
would likely provide the required knowledge and abilities.  Such combination would include a 
bachelor’s degree in planning, public administration, political science, business or finance.  A 
master's degree in public administration, MBA or a master’s degree in planning is preferred.  

Licenses, Certificates, or Registrations:  
Possession of, or ability to obtain, an appropriate, valid driver's license. Must be bondable.   

Tools and Equipment Used 
Knowledge of Caselle Clarity is a must.  Personal computer with MS Excel and Word, copy 
machine/scanner and telephone system. 

Physical Demands:  
Ability to work in a standard office environment; typically, the employee may sit  comfortably to 
do the work. However, there may be some walking; standing; bending; carrying of light items 
such as papers, books, small parts, and boxes (no heavier than 50 1bs).  


