Finance Assistant
Position Summary
The Finance Assistant is responsible for supporting the Finance Director in the daily operations of the Finance Department. This position performs a variety of financial and administrative duties, including payroll processing, budget management, reimbursement requests, financial reporting, and other governmental accounting functions.
The ideal candidate is dependable, detail-oriented, organized, and able to manage multiple priorities while maintaining strict confidentiality. This position offers an excellent opportunity for someone seeking to build a career in finance within local government.
Essential Duties and Responsibilities
· Process bi-weekly payroll accurately and in a timely manner. 
· Prepare and submit invoices and reimbursement requests for payment. 
· Assist with the preparation, monitoring, and management of departmental budgets. 
· Prepare financial reports and maintain financial records. 
· Assist with month-end and year-end financial processes. 
· Maintain confidential payroll and financial information. 
· Communicate with employees, vendors, and department managers regarding payroll and financial matters. 
· Utilize Microsoft Excel and other financial software to analyze and organize financial data. 
· Assist the Finance Director with special projects and other finance-related duties as assigned. 

Minimum Qualifications
· Associate’s Degree required (Bachelor preferred) in Accounting, Finance, Business Administration, or a related field. 
· Strong attention to detail and organizational skills. 
· Proficiency in Microsoft Excel and Microsoft Office. 
· Excellent written and verbal communication skills. 
· Ability to handle confidential information with professionalism. 
· Ability to manage multiple deadlines while maintaining a high degree of accuracy. 

Preferred Qualifications
· Previous experience in payroll, finance, accounting, bookkeeping, or a professional office environment. 
· Experience working with budgets or financial reports. 
· Knowledge of governmental accounting principles (GAAP/GASB) is a plus but not required.
Knowledge, Skills & Abilities
The successful candidate will demonstrate:
· Exceptional attention to detail and accuracy. 
· Strong analytical and problem-solving abilities. 
· Dependability and professionalism. 
· Excellent customer service and interpersonal skills. 
· The ability to work independently while contributing as part of a team. 
· A willingness to learn and adapt to changing priorities.


