JOBR DESCRIPTION

Job Titlhes Accounting Manager
Reports to: Community Manager
FL5A Status: Exempt

DEFPARTMENT:  Administration

General Purpose; Supervise and coordinate activitics of workers engaged in
calculating, posting, and verifying duties to obtamn and record financial data for use in
munimning aceountng and statistical records by performing the duties listed below,

Supervision received:
Works under direct supervision of the Community Manager,

Supervision exereised:
Apcounts Beceivable Clerk, administrative Clerk, Accounts Payable Clerk.

Essential duties and responsibilines:

«  Review and approve all work prepared by AP clerk, invoices vendor pavments,
aceount numbers, £t

Supervise receipt of District assessment fees.

Pest all checks o Operating account and balance 10 General Ledger.

Post all receipts 1o General Ledger,

Maintain reconds of BBRD cash flow and expenditunes.

Prepare electronic transfer to Department of Revenue.

Sales tax collected —receipts.

Sales tax collected - Shopping Center

Responsible for questions/concerns on Distric: assessment fees and homeowner
ACCTMIANTS,

Muntwn billing and collection of past due account

Prepare and file cloim of lien and follow-up per BERD collection policy.
Miaintain General Ledgers.

Prepare and input all month end journal entries,

Prepare Quarterly Commissions for the Golf Pro,

Reconcile General Ledger cash accounts to bank statemenis,

Make monthiv Debt Fund Payrment.

Transfer prior months storm water fee receipds 1o the Stonm water Fund.

Work closely with auditors o prepare the fiscal vear end audit.

When final audit 15 complete, prepare all repons required by the Office of the Auditor
Gieneral, the Department of Banking and Finance, and Brevard County Board of
County Commissioness,

&  Prepare a report of Tevenue and expenditures to be adverfised in the local paper,
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+ Prepare public depositors annual report as required by the Office of the Treasurer,
public deposit section, and prepare o report for calendar vear income and expense
report for Brevard County Property Appraiser.

+ In December and January, coordinate the payvment for the Line of Credit and the long
Term Dieht.

s Assist the Community Manager and depanment hesds to develop the new fiscal vear
budpet detail.

+  Anmually prepare copics of Board approved proposed budget tw mail 1o all propesty

OWTIETE.

Prepare reports as needed for Community Manager.

Cross-train Acoounts Beceivable and Accounts Pavable,

Accountahle 10 Community Manager for knowledge of doy-io-day operations,

Supervise District purchising procurement

Manage contracts assigned.

Supervise customer service functions and personne]

Risk manigger- including liakility and workers™ compensation

Emplovee benefits admimstration

Cther job duties as ossigned.
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Peripheral Duties: May serve as & member of various committees.

Diesived minimum qualifications: Knowledge, Abilities and Skills

+  Knowledge of general laws and admimistretive policies goverming municipal
finance and budgetary practices and procedures.

+  Knowledge of modem and stamdard office practices and accounting equipment.

s Knowledge of laws, ordinances and regulations goverming District financial
operations.

& Ability to formulate and install standard sccounting metheds, procedures, forms
and records,

¢ Ability 10 evaluate work performed by subordinaies.

s Ahility to establish and muntun effective wosking relationships with other
department heads, government officials and peneral public.

Trafning amd Expericnee:
¢ Graduation from an sccredited four (4) vear college or university with o degree
Finance or Accounting and consideroble expenence with maintaining
governmental aceounbing svslems. Any equivalent combination of trmmang and'or
experience. SAGE accountling experiense i musl.

Special Reguirements;
Physical demunds: The physical demands deseribed here are representative of thess
that must be met by an employee to suceessfully perform the essential functions of

this job. Reasomable accommodations may be made 1o ensble individuals with
dizabilities 1o perform the essential functions.

Matflsrption- Humes Betours e GleSdnive



Work Environment: The work environment characteristics described here are
representative of those an emplovee encounters while performing the essential
functions of this job. . Reasonable accommodations may be made to enable
individuals with disabilities 1o perform the essential functions,

Selection Guidelines: Formal application, rating of education and experience; ol
interview and reference check; job related tests may be required.

The duties listed above are imended only as illustrations of the various types of work
that rmay be performed, The omission of specific statements of duties does not
exclude them from the position if the work is similar, related or & logical assignment
1o the position,

The job description does not constitule an employment sgreement between the
ermplover and the employee. and is subject to change by the emplover based on the
needs of the emplover and requirements of the joh,

Employes Supervisoe E‘mp]u_'vuu Sdgmature

Diate Crane
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Barcfoot Bay Recreation District
Job Description

Job Title: Maintznance Manager
Reports To: Comasuniry Maissper
FLSA Statues: Exernpi

Prepared By: The HE Professionals
Prepared Date:; 61/ 200%

General Parpose:

Coordingtes and directs custodians in the cleaning and detziling of each facility and common groumsds.
Works with the Events Coordinator in preparing for functions in Becreation District buibdings. Acts
s i supervizor for the pool hosts, ensuring the pool arcas are kept presentable for the public, by
performing the duties listed below.

Supervislon received:
Works under the direct supervazion of tee Commyanity Manager,

Supervision exercised:
Crversees cusiodial crew and pool hosts,

Essentinl duties and responsiliiithes:

. Asgis the Community Monager in cversesing the nssintenance of all cormon grounds, buildings, smd
tecreatiomal facilities

Dielegate daily tasks 1o all smplovees in the Building Maimenance departmen:

Create armual budgel for Buldings Maimenance

Agsigd in creating anrual budges: for the Peals

Attend a weekly departmem head meeting 10 cosedinate with other depariments and share iess
Artend imporiant meetings as required

Crverses all purchases nesded for tacilies

Crversee emnergency preparadness in case of severs storms

Coordinate with other deparimenis on event prepamtions

Orversee all of he custodial eraployess and their daily assignmenits

Report to the Commyunity Manages on a daily basis o keep abreast of all aspeets of the Fecreation
[¥istrict depariments

. Crversee all aspects of pool patron relations

L] Chier job duties as nesigned

Peripheral daties:

May serve as a member of variows emploves commitiess

Deesired minimom qualifications:

Edwemton and Experience

L Minimum 5 yeass management eXperience.

Must have & valid Florida Driver’s License.

Must have a high schoal diplome or GED equivalent.

Must have a command of the English language (repding, writing and speaking).
Muise be ghle 1o drive a vehicle with 2 standard shidft.
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Physical demands:

. Able 1o lift 8 minimum of 3 pounds

. The physical demands described bere are represemative of thoss thet muss be me by an emploves o
successfully perform the esseniial functions of this job. Reasonable acoommodaions may be made to
enahle individwls with disabilities o perform the esscmeal funetions,

Work environment:

The work environment chamacterisiics desoribed bare are representative of thoae an employes encouniers while
perforrning the essewisal fuscisens of this job. Reasonable accommodations may be made to enable imdividuals
with diznhilities to perform the essential functions.

Spbections guidelines:
Foemal application. rating of educatin and expenence; oral imerview and reference cheek. A background
check and drug testing is required. Fob relaied tesis may be required.

The job description does neq corstinme an emplovment agreement hetween the employer and the employves,
and is subiject to change by the ampleyver hased oo the needs of the employer and requiremens of the job

THIS JOE DESCRIPTION [S NOT INTENDED TO BE, AND SHOULD NOT BE CONSTRUED AS,
AN ALL-INCLUSIVE LIST OF RESPONSIBILITIES, SKILLS OR WORKING COMDITIONS
ASSOCIATED WITH THE POSITION. WHILE IT IS INTENDED T ACCURATELY REFLECT
THE POSITION'S ACTIVITIES AND REQUIREMENTS, MANAGEMENT RESERVES THE RIGHT
TO MODIFY, ADD OF BEMOVYE DUTIES AND ASSIGN OTHER DUTIES AS NECESSARY. THIS
JOB DESCRIFTION DOES NOT CONSTITUTE A WRITTEN OR IMPLIED CONTRACT OF
EMPLOYMENT.

1 have read the foregoing job deseription, understand i, and feel thas 1am copable of perivoming all of the
necessary ragquiremenis siated above,

Employe= Supervisor Employes Signature

Drare ) [Date
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