
Director of Finance and Human Resources 
Supplemental Information 

 
General Definition of Work 
Performs complex professional and administrative work assisting the County Administrator on 
administrative and financial functions, including the development and monitoring of the County 
budget, maintaining the County’s financial and accounting systems, overseeing payroll, accounts 
payable and benefits administration processes, and performing risk management and insurance 
programs work, and related work as apparent or assigned. Serves as the County’s Chief Financial 
Officer. Assumes greater responsibility for County operations in the absence of the County 
Administrator. Work is performed under the general direction of the County Administrator. 
Departmental supervision is exercised over all personnel within the department. 

 
Essential Functions 

• Plans and organizes the financial activities of the County; develops and maintains 
short- and long-term financial plans; ensures financial resources are available to fund 
strategic and capital plans. Oversees payroll, accounts payable and benefits 
administration functions. 

• Works closely with the County Administrator pertaining to development and 
implementation of County financial policy; attends Board meetings and related functions; 
and prepares and presents financial reports and analysis during public meetings. 

• Provides financial and accounting advice, input, guidance and recommendations to 
department heads, the County Administrator and Board of Supervisors. 

• Provides contract administration for professional services and construction projects, as 
well as grant management activities for Federal and State grants; prepares 
reimbursement requests and monitors that significant grant requirements are met. 

• Plans, develops, administers and monitors the County’s budget during the fiscal year 
cycle; prepares budget development information for the County Administrator and 
participates in public hearings and workshops; reviews and coordinates agency and 
departmental requests; oversees and offers guidance to department heads regarding 
annual performance against budget, makes recommendations regarding mid-year 
budget requests; and prepares annual fund balance projections. 

• Manages the preparation of external reporting requirements, including the 
Comprehensive Annual Financial Report (CAFR), Freedom of Information Act 
(FOIA) requests, and required tax filings. 

• Maintains financial and accounting systems for the County, and coordinates activities 
with the Treasurer, and the Department of Social Services and School Board finance 
officials as necessary. 

• Oversees the County risk management and insurance programs. 
• Ensures that records within the area of responsibility are identified, generated, 

controlled, maintained, processed, stored, and disposed of in compliance with the 
Virginia Public Records Act. 

• Assists in the recruitment, selection, suspension and termination of departmental 
personnel. Coaches, counsels, disciplines, promotes, and demotes personnel; 
evaluates performance; develops staff schedules; trains, assigns, directs and inspects 
the work of department personnel. 



• Serves as fiscal agent for Children's' Services Act funds and as member of the 
Community Management and Policy Team (CPMT). 

• Serves as Treasurer for the Nelson County Broadband Authority. 
• Serves as Treasurer for the Claudius Crozet Blue Ridge Tunnel Foundation. 
• Administers the department webpage on the County’s website. 

 
Knowledge, Skills and Abilities 
Comprehensive knowledge of the philosophy, principles and practices of finance and public 
personnel administration; thorough knowledge of the organization, function and methods of 
operation of the County's departments; thorough knowledge of general management and office 
organization principles and practices; thorough knowledge of county government laws, 
ordinances and regulations; ability to present ideas effectively, either orally or in written form; 
ability to conduct detailed analytical evaluations and studies; ability to prepare related reports 
and recommendations; ability to establish and maintain effective working relationships with 
associates, consultants, subordinates, elected and County officials, and the general public. 

 
Education and Experience 
A Bachelor's degree in Finance, Accounting, Economics, Business Management, Public 
Administration, or a related field is required, as is a minimum of 3 years of responsible 
experience in local government administration, human resources, and finance management 
including supervisory experience, or an equivalent combination of education and experience. 

 
Special Requirements 
Valid driver's license in the Commonwealth of Virginia. 
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