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MEMORANDUM 

 
TO:  JUDIE ZIMOMRA, CITY MANAGER 
 
FROM: SYLVIA EDWARDS, FINANCE DIRECTOR 

JIM ISOM, ADMINISTRATIVE SERVICES DIRECTOR 
 
DATE:  JANUARY 25, 2013 
 
SUBJECT: REORGANIZATION OF THE FINANCE DEPARTMENT 
 
 
The Finance Department is experiencing turnover as a result of retirements that will permit the 
restructuring of the Department to improve managerial control, efficiency and effectiveness and 
reduce overall personnel costs without causing adverse impact on the employees.  Between 
January 6, 2013 and July 1, 2013, the Assistant Finance Director, with 33 years of service, the 
Human Resources Generalist, with 30 years of service, and the Administrative Assistant, with 
20 years of service, will retire from the Finance Deparmtnet.  The proposed restructuring is as 
follows: 
 

a. Abolish Assistant Finance Director, grade 23, position and establish an Accounting 
Operations Manager, grade 24, position 

 
The Assistant Finance Director has indicated that she plans to retire in April, 2013.  It is 
proposed that this position be abolished and the position of Accounting Operations Manager 
be established.  The Accounting Operations Manager will require a Bachelor’s Degree in 
Accounting, preferably a Master’s Degree, with a Certified Public Accountant license.  The 
person hired for this position will be Acting Finance Director in the absence of the Director and 
for transition and long-range planning purposes will be mentored to replace the current Director 
at the appropriate time.  The proposed classification of the position, grade 24, will be one grade 
higher than the current Assistant Finance Director, which reflects the higher qualifications 
required for the new position. This position has the responsibility of working with the Director 
in the annual development of the operating and capital budgets, preparing the annual 
Comprehensive Annual Financial Report and administering the pension benefits program as 
well as direct supervisory responsibility over 4 employees accounting for the collection of 
revenues, the disbursement of bond payments, accounts receivable and payable and similar 
functions.  It is projected that upon the retirement of the current Assistant Finance Director, this 
reclassification action will result in a labor cost savings of approximately $16,000 annually 
beginning in fiscal year 2013-2014. 
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b. Abolish Fiscal Analyst, grade 22, position and establish an Accounts 
Payable/Cashiering Supervisor, grade 22, position 

 
The Fiscal Analyst, grade 22, position currently has responsibility for assisting the Department 
Director in establishing the annual operating and capital budgets.  These functions are proposed 
for assignment to the Accounting Operations Manager, thereby, eliminating the need for the 
Fiscal Analyst position.  It is proposed that a new position, Accounts Payable/Cashiering 
Supervisor, grade 22, be established to personally perform duties relating to the management 
of insurance and loss control programs, process business tax receipts, assist with preparation of 
the annual budget and perform supervisory duties overseeing the safeguarding and accounting 
for City assets through the collection of cash revenues and associated accounts receivable, the 
disbursement of expenditures and associated accounts payable, payroll, and similar 
responsibilities.  It is anticipated that this action will increase labor costs approximately $1,000 
beginning in fiscal year 2013-2014.  
 

c. Abolish Accountant, part-time, grade 21, position and establish an Accounting 
Systems/Revenue Manager, full-time, grade 23, position 

 
It is proposed that the part-time Accountant position, grade 21, be abolished and a full-time 
position for an Accounting Systems/Revenue Manager, grade 23, be established.  This 
position will supervise 2 employees performing work involving professional accounting and 
general fiscal duties relating to accounts receivable, sewer billing, miscellaneous billing, 
assessments and reconciliations. Additionally, this position will perform advanced technical 
work in designing, testing, implementing, converting, training, and maintaining a City-wide 
automated financial accounting system providing a full set of accounting applications including 
general ledger, budgeting, procurement, payroll, utility billing and other business related 
functions (Tyler MUNIS system).  The Finance Director has temporarily assigned these 
responsibilities to the current Senior Accountant.  However, the implementation and 
maintenance of the City-wide automated financial accounting system software is an on-going 
program.  This position serves as liaison to the software provider, Tyler, and the MIS 
Department relative to security and access to programs and will maintain close coordination 
with both the Planning and Building Departments relative to the Land Management File.  This 
new position is essential to the successful implementation of the Tyler system.  Position is also 
responsible for the automated accounting systems security and data integrity.  The current and 
projected implementation of the automated financial accounting system modules are as follows: 
 

Replacement and New 
Modules Implemented to 

Date 

Replacement Modules to 
be Implemented 

New Modules to be 
Implemented 

Payroll Utility Fixed Assets 
Human Resources Cash Receipts Work Orders 
General Ledger Receivables Fleet Maintenance 
Accounts Payable Land Management Facility Maintenance 
Purchasing Building and Permitting Time Keeping System 
P-Card Business Tax Receipts Customer Self Service 
 Code Enforcement Vendor Self Service 
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  Employee Self Service 
  
Labor costs are anticipated to be increased by approximately $4,800 annually beginning in 
fiscal year 2013-2014 as a result of an internal promotion to this position.  In addition, benefit 
costs will increase approximately $10,000 for fiscal year 2013-2014. 
 

d. Abolish Human Resources Generalist, grade 21, position and establish a Benefits 
and Payroll Specialist, grade 20 

 
The current Human Resources Generalist has announced her retirement for no later than July 1, 
2013.  It is proposed that the Human Resources Generalist position, grade 21, be abolished 
and a Benefits and Payroll Specialist position, grade 20, be established.  The current 
employee has over 30 years of service with the City and over time evolved into performing 
human resources related functions that are currently grade controlling.  The pending retirement 
provides an opportunity to remove those duties from the position relating to human resources, 
such assisting in staffing, wage and salary administration, OSHA and injury reporting, and 
workers’ compensation administration, without adverse impact on the employee.  Those 
functions removed from the position relating to the human resources will be assigned to 
Administrative Services without any impact job classifications.  When this position is filled 
following the retirement of the current employee, it is projected that labor costs will be reduced 
by approximately $23,000 annually beginning in fiscal year 2013-2014.   

 
e. Abolish Administrative Assistant, grade 17, position and establish a second Fiscal 

Assistant, grade 18, position 
 
The Administrative Assistant, grade 17, position was vacated due to retirement in January, 
2013.  The duties of this position are being combined with the duties of the current Fiscal 
Assistant, grade 18, position for improved customer service and efficiency of operations.  It is 
proposed that a second Fiscal Assistant be authorized so the two employees are interchangeable 
relative to customer service activities relating to cash receipts, payment of various taxes, fees, 
utility billing, fines, business tax receipts, permitting and other financial obligation due the 
City.  Both employees would be responsible for journal entries, data entry, processing payables, 
reconciling statements and accounts, and preparing records and reports.  It is projected that 
labor costs will be reduced by approximately $11,000 annually beginning in fiscal year 2013-
2014. 
 
It is anticipated that the current Senior Accountant position will become vacant following the 
restructuring of the Department and filling the position will result in a labor cost savings of an 
approximately $4,200 annually beginning in fiscal year 2013-2014 as a result of an internal 
promotion to this position.   
 
It is also anticipated that the sewer Accountant position will become vacant following the 
restructuring of the Department and filling the position will result in a decease in labor costs of 
approximately $15,500 annually beginning in fiscal year 2013-2014. 
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Although if appears that a savings of $54,000 would result from the reorganization of the 
Finance Department, a labor cost offset of $27,000 will result from eliminating the Accountant, 
part-time, and establishing the new full-time position of Accounting Systems/Revenue 
Manager.   
 
Overall, it is projected that the reorganization will save approximately $27,000 annually, 
$11,500 to the General Fund and $15,500 to the Sewer Fund beginning in fiscal year 2013-
2014 following the leave payouts resulting from the multiple retirements (see attached). 
 
Approval of the reorganization of the Finance Department is highly recommended. 
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