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CITY OF DOVER 
POSITION DESCRIPTION 

 
TITLE:  CONTROLLER/TREASURER 

 
FLSA:  Exempt 

 
 
GENERAL DESCRIPTION 
 
The Controller/Treasurer is responsible for the City’s financial plans and policies, its accounting practices, 
the conduct of its relationships with lending institutions and the financial community, the maintenance of 
its fiscal records, and the preparation of financial reports.  The position involves supervision over general 
accounting, property accounting, cash management, debt management, internal auditing, cost accounting, 
and budgetary controls.  A primary function of the position is to develop an organized system of accounts, 
policies, records, and procedures and to provide data that can be analyzed and interpreted for the benefit of 
Council in making decisions to achieve the goals and objectives of the City. The position formulates long 
range goals for the organization; develops policy and position papers. 
 
The Controller/Treasurer must demonstrate a high degree of initiative, anticipating informational needs of 
the City Council and management.  The position must also be responsive in a timely manner to specific 
requests made for data and to be resourceful and flexible in meeting changing conditions and requirements.  
The position is required to uphold standards of conduct and maintain integrity.   The position requires the 
ability to be fair and impartial when presenting adverse reports on a function, executive or employee.  The 
Controller/Treasurer is a direct report to City Council. 
 
PRIMARY DUTIES: This list represents the essential tasks performed by the position.  Employees may 
be assigned additional duties by management as required. 
 
Development, analysis, and interpretation of statistical and accounting information in order to appraise 
operating results in terms of profitability, performance against budget, and other matters bearing on the 
fiscal soundness and operating effectiveness of the organization. 
 
Responsible for evaluating the performance of personnel in the Finance Department.  Recommends 
training requirements, has the duty to keep self and staff at the highest level of skill necessary to meet 
organization needs and objectives, and recommends that personnel be hired or removed from the 
Department. 
 
Responsible for the installation, maintenance, and supervision of the City’s system of accounts.  Keeps 
books and records on all City transactions and assets. 
 
Proposes major economic objectives and policies for the City and prepares reports that outline the City’s 
financial position in the areas of income, expenses, and earnings based on past, present, and future 
operations. 
 
Participates in the coordination and preparation of the budget and financial forecasts, institutes and 
maintains other planning and control procedures, and analyzes and reports variances.  Responsible for 
review of all items requiring Council’s decision that have an impact on the City finances; Insures accuracy 
and completeness of financial analysis for presentation to City Council.   
 
Responsible for the management and security of all City bank accounts, investments, trust accounts, and 
bond accounts.  Responsible for assuring availability of funds and assets during natural disasters and 
emergencies. 
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CONTROLLER/TREASURER 
 

 
 
Approves payment of all checks and other negotiable instruments as authorized by City Council. Directs 
financial processes; Cash flow, investment strategies, debt strategies, disbursements, payroll, and other 
management and budgetary processes and activities.    
 
Responsible for determining that current financial transactions covered by minutes of the Council or 
Committee are properly executed and recorded. 
 
Responsible for risk assessment and implementation of internal controls and procurement risk assessment; 
Develops policies and procedures insuring accountability over public funds.  Directs the continuous audit 
of all accounts and records of the City.  Directs the annual audit and completes the Comprehensive Annual 
Financial Report. 
 
Advises and consults with elected and appointed officials, department heads, staff, agencies, and others on 
financial problems, performance measurements, trends, strategies, policies, and procedures, and budgetary 
matters such as interpretation of budget plans, strategies and information, controls and procedures, 
solutions to budget problems, research projects, or other financial/budgetary matters. 
 
Represents the City on boards or committees involved in financial planning, management, or other 
financial issues; participates in interagency or other meetings or conferences; makes financial presentations 
to elected or appointed officials, department heads, staff, and other public or private agencies or groups. 
 
DATA RESPONSIBILITY: Data refers to information, knowledge, and conceptions obtained by 
observation, investigation, interpretation, visualization, and mental creation.  Data are intangible and 
include numbers, words, symbols, ideas, concepts, and oral verbalizations. 
 
Formulates new concepts or theories based on original research, intellectual creativity, and ideas. 
  
PEOPLE RESPONSIBILITY: People refers to individuals who have contact with or are influenced by 
the position.  
 
Directs others by issuing orders. 
  
INVOLVEMENT WITH THINGS: Things refers to inanimate objects such as substances, materials, 
machines, tools, equipment, work aids, or products.  A thing is tangible and has shape, form, and other 
physical characteristics. 
 
Develops and implements long range plans and programs to support the goals and objectives of the 
organization. 
 
ASSETS RESPONSIBILITY: Assets responsibility refers to the responsibility for achieving economies 
or preventing loss within the organization. 
 
Requires responsibility for the overall administration of fiscal and administrative policy with authority and 
responsibility over all departments or the direction of the organization’s legal department; reports directly 
to the top elected body. 
  
SAFETY OF OTHERS:  Safety of others refers to the responsibility for other people’s safety, either 
inherent in the job or to assure the safety of the general public. 
 
Requires management level responsibility for application and interpretation of the policies regarding the 
provision of continuous enforcement of the laws and standards of public health and safety. 
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MATHEMATICAL REQUIREMENTS: Mathematics deals with quantities, magnitudes, and forms and 
their relationships and attributes by the use of numbers and symbols. 
 
Uses advanced algebra working with exponents and logarithms or linear quadratic equations; analytic 
geometry; and/or statistics, applying mathematical operations to frequency distribution, reliability and 
validity; analysis of variance, or correlation techniques. 
 
COMMUNICATIONS REQUIREMENTS: Communications involves the ability to read, write, and 
speak. 
 
Reads and interprets highly complex professional materials involving abstract theories and concepts; writes 
for professional publications; develops and presents papers at professional conferences. 
  
COMPLEXITY OF WORK: Complexity of work addresses the analysis, initiative, ingenuity, creativity, 
and concentration required by the position and the presence of any unusual pressures. 
 
Performs work involving the application of broad principles of professional management and leadership to 
solve new problems for which conventional solutions do not exist; requires sustained, intense 
concentration for accurate results and continuous exposure to unusual pressure. 
 
IMPACT OF DECISIONS:  Impact of decisions refers to consequences such as damage to property, loss 
of data or property, exposure of the organization to legal liability, or injury or death to individuals. 
 
Makes decisions with severe impact – affects entire organization, other activities/organizations, the general 
public, and a wide geographic areas; loss of life and/or damage is highly likely.  

 
 

EDUCATION AND EXPERIENCE REQUIREMENTS 
    

EDUCATION REQUIREMENTS: Education requirements refers to job specific training and education 
required for entry into the position. 
 
Requires master’s degree in finance, accounting, or a closely related field. 
  
LICENSES, CERTIFICATIONS, AND REGISTRATIONS REQUIRED: Licenses, certifications, and 
registrations refers to professional, state, or federal licenses, certifications, or registrations required to 
enter the position. 
 
Requires Certified Public Accountant License. 
 
EXPERIENCE REQUIREMENTS: Experience refers to the amount of work experience that is required 
for entry into the position that would result in reasonable expectation that the person can perform the tasks 
required by the position.  
 
Requires over ten years of related experience. 
 
 

AMERICANS WITH DISABILITIES REQUIREMENTS 
 

PHYSICAL DEMANDS: Physical demands refers to the requirements for physical exertion and 
coordination of limb and body movement. 
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CONTROLLER/TREASURER 
 

Requires sedentary work involving standing or walking for brief periods, exerting up to 10 pounds of force 
on a regular basis, and some dexterity in operating office equipment. 
 
UNAVOIDABLE HAZARDS: Unavoidable hazards refers to unusual conditions in the work 
environment that may cause illness or injury. 
 
The position is exposed to no unusual environmental hazards. 
 
SENSORY (ADA) REQUIREMENTS: Sensory requirements refers to hearing, sight, touch, taste, and 
smell necessary to perform the tasks required by the position efficiently. 
 
The position requires normal visual acuity and field of vision, hearing, speaking and depth perception. 

 
 

AMERICANS WITH DISABILITIES ACT COMPLIANCE 
 
The City of Dover is an Equal Opportunity Employer.  ADA requires the City to provide adequate 
accommodations to qualified persons with disabilities.  Prospective and current employees are encouraged 
to discuss ADA accommodations with management. 
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BE IT ORDAINED BY THE MAYOR AND COUNCIL OF THE CITY OF 
DOVER, IN COUNCIL MET: 
 
That Appendix C – Downtown Redevelopment, Article IV – Development Incentives, 
Section 2 – Multiple story new construction projects be amended by inserting the text 
indicated in bold, red and deleting the text indicated in red strikeout, as follows: 
 
Section 2. [Multiple story new construction projects Waiver of impact fee.] 
 
 Eligible projects that have received conditional approval from the Planning 
Commission after January 31, 2008, that involve multiple story new construction 
or renovation of an existing building are multiple story new construction on one lot, 
and have a combination of residential, office, retail, or commercial service uses so that 
at least two of these uses are established shall qualify for [an] City impact fee waiver of 
one-half of the cost of such fees.  Eligible projects that have received conditional 
approval from the Planning Commission on or before January 31, 2008 and that 
are multiple story new construction on one lot, and have a combination of 
residential, office, retail, or commercial service uses so that at least two of these 
uses are established shall qualify for City impact fee waiver of one half the cost of 
such fees.  
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