














 

 

FISCAL COORDINATOR 

 

DISTINGUISHING FEATURES OF THE CLASS: An employee in this position oversees the accounting and financial 

management functions of a municipal department. Areas of responsibility include fiscal management, budget preparation, 

accounts payable, accounts receivable, purchasing, cost analysis and program/grant contract monitoring. The work is 

performed under the general supervision of the department head. Does related work as required. 

 

TYPICAL WORK ACTIVITIES: (Illustrative only) 

Oversees and participates in department’s fiscal and accounting processes including fiscal control of program and/or grant 

funds, accounts payable, accounts receivable and purchasing; 

Prepares vouchers, purchase orders, encumbrances and other fiscal documents relating to all applicable Federal, State and 

locally-funded programs and/or grants with accuracy to ensure maximum appropriations of charges; 

Maintains and reconciles ledgers of revenues received with bank statements; 

Oversees and assists in the classification of a variety of receipts and expenditures and the distribution of costs according to 

prescribed codes and accounts; 

Performs all support functions in the preparation of the department’s budget, including data collection, preparation of budget 

forms, reconciliation, analysis and summaries; 

Assists and advises department head in formulating, administering and assessing policies relating to fiscal administration of the 

budget, program expenses and agency procedures; 

Prepares departmental financial reports and correspondence; Monitors contracts and service agreements;  

Monitors agency adherence to regulations regarding the disbursement of Federal, State and locally-funded programs and/or 

grants; 

Communicates with various Federal, State and local representatives regarding program funding and fiscal affairs within 

scope of responsibility; 

Performs all work related to the efficient execution of the accounting functions of the agency; 

Resourcefulness in resolving varied administration problems.  

 

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  

Good knowledge of modern governmental accounting and fiscal procedures and techniques including budgeting and 

appropriation practices as relates to grant disbursement and general office accounting;  

Good knowledge of methods used in keeping financial accounts and records;  

Good knowledge of modern fiscal terminology, practices and procedures;  

Good knowledge of the laws, rules and regulations related to departmental functions;  

Ability to acquire a working knowledge of agency affairs related to fiscal management;  

Ability to prepare complete and accurate financial reports and statements;  

Ability to present written and oral comments and opinions clearly and concisely;  

Good judgment, accuracy, integrity, resourcefulness and tact. 

 

MINIMUM QUALIFICATIONS: 

(A) Bachelor's degree or higher in accounting, business administration or closely related field and one (1) year of 

business management experience which shall have included substantial responsibility in areas of accounting and 

fiscal management; or 

(B) Associate’s degree in accounting, business administration or closely related field and three (3) years of business 

management experience which shall have included substantial responsibility in areas of accounting and fiscal 

management; or 

(C) Graduation from high school or possession of a high school equivalency diploma and five (5) years of business 

management experience which shall have included substantial responsibility in areas of accounting and fiscal 

management. 

 

NOTE: Your degree must have been awarded by a college or university accredited by a regional, national, or specialized 

agency recognized as an accrediting agency by the U.S. Department of Education/U.S. Secretary of Education. If your 

degree was awarded by an educational institution outside the United States and its territories, you must provide independent 

verification of equivalency. A list of acceptable companies who provide this service can be found on the Internet at 

http://www.cs.ny.gov/jobseeker/degrees.cfm. You must pay the required evaluation fee. 
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