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Assistant Finance Director
Job Description 

The Assistant Finance Director supports the Finance Director in the daily administration of Township financial operations and reporting. Key duties include accounts payable/receivable, fund accounting, payroll processing and filings, coordination with the Tax Collector, and required state/agency reports (including Liquid Fuels and pension-related submissions). The Assistant Finance Director also helps with annual budget development and monitoring with the Township Manager, and completes special projects as assigned. This position reports to the Finance Director and works closely with the Township Manager and administrative staff.
Essential Duties and Responsibilities

Budgeting & Financial Administration
· Assist with annual budget preparation and ongoing budget management in coordination with the Finance Director and Township Manager.
· Prepare monthly budget status reports and reconciliations for Township accounts and funds.
· Support the Township’s investment program for capital and idle funds in accordance with Township policy and applicable regulations.
Accounts Payable/Receivable & Fund Accounting
· Process accounts payable/receivable, including invoice review, coding, posting, and tracking.
· Perform fund accounting, including monthly fund documentation, receipt posting, cash summaries, and bank reconciliations.
· Prepare deposit slips and perform bank deposits as required.
Payroll & Benefits Administration
· Process bi-weekly payroll (iSolved) and complete required payroll reports and filings.
· Track employee leave (sick, vacation, personal) in accordance with Township policy.
· Coordinate employee benefits enrollments/changes with the benefits administrator/provider.
· Administer state unemployment compensation reporting.
Audits, Compliance, and Required Reporting
· Serve as liaison to Township auditors, state agencies, and insurance agencies (including workers’ compensation).
· Prepare and submit required state/agency reports (as applicable), including Liquid Fuels reporting and documentation; PURTA and DCED filings; Montgomery County Board of Assessments submissions; Quarterly State Uniform Construction Code (UCC) reports; Amusement/park-related monthly sales reports (if applicable).
· Prepare reimbursement invoices and supporting documentation (e.g., fuel, insurance, sewer, water) as assigned.
Tax Coordination
· Coordinate with the Tax Collector, including commissions and distribution of Fire, Ambulance, and Library tax revenues.
· Maintain escrow accounts for the Building and Zoning Department.

Pension & Committee Support
· Attend Pension Committee meetings and prepare minutes as needed.
· Prepare and submit pension documentation/rosters, including AG-385 rosters, MMO support, benefit statement data requests, and other required reporting.
Coordination & Special Functions
· Coordinate with the Golf Course accountant (if applicable) regarding financial reporting.
· Administer fire inspection invoicing through FirstDue and oversee related billing/payment processing.
· Provide front desk coverage and general administrative support as needed, including resident/vendor assistance and coordination with Township departments.

Qualifications

· Bachelor’s degree in Accounting, Finance, Business Administration, or related field; municipal finance experience preferred.
· Proficiency with Microsoft Excel and financial/accounting software systems (e.g., QuickBooks or comparable municipal finance software).
· Strong organizational skills and attention to detail; ability to maintain accurate records and meet deadlines.
· Strong communication and customer service skills with residents, vendors, and internal staff.

Compensation & Benefits

· Competitive salary commensurate with qualifications and experience.
· Comprehensive benefits package per Township policy.
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