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OKLAHOMA CITY 
PERSONNEL DEPARTMENT
420 W. Main, Suite 110
Oklahoma City, Oklahoma 73102


ASSISTANT CITY TREASURER
Salary:  $61,783 to $94,461/annually


Interested applicants apply at the Personnel Department, Monday through Friday 8:00 a.m. to 5:00 p.m.  Applications can be downloaded from the jobs section at www.okc.gov.  Applications with detailed resumes addressing the job requirements and departmental skill preferences will be accepted from February 6, 2012                   through February 17, 2012. 
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JOB SUMMARY
This position is located in the Treasury Division of the Finance Department with the City of Oklahoma City and is under the supervision of the City Treasurer.  The Assistant City Treasurer is primarily responsible for monitoring and evaluating the daily cash flow activity of the City and certain public trusts and assisting in the development of investment strategies.  This position will be responsible for managing the Treasury Division revenue program which encompasses audit, enforcement, billing and reporting responsibilities associated with certain City revenues.  Essential job functions include:  maintaining records and insuring compliance to regulations regarding the City’s investment portfolio; operating personal computer, e.g., dedicated investment portfolio applications; conducting financial analysis and related financial projections; researching, analyzing and evaluating various sources of economic data in order to assist in the development of the best investment strategies for the City’s portfolio in accordance with policies, procedures, City charter, code requirements, and applicable state statutes; and researching local, state, and federal regulations as it pertains to financial matters regarding investments, cash handing issues, and financial industry changes.  The Assistant City Treasurer talks with individuals both in and outside the City organization in the absence of the City Treasurer to provide and obtain information and/or technical assistance in relation to City investments.  Work products are reviewed for accuracy, compliance with regulations and soundness of technical judgment.

VETERANS PREFERENCE
A five-point preference will be awarded on the initial scored selection process for honorably discharged veterans of the United States Armed Forces not currently employed full time by the City of Oklahoma City.  Qualified applicants must submit a copy of their DD Form 214 indicating discharge type/character of service in person, mail, or fax at 405-297-2137.

JOB REQUIREMENTS
- Knowledge of finance.
- Knowledge of statistics.
- Knowledge of and ability to apply administrative techniques and methods.
- Skill in performing statistical and mathematical computations.
- Skill in supervising.
- Skill in verbal and written communication.
- Skill in accurately organizing, compiling and processing data.
- Skill in analyzing data.
- Ability to establish and maintain effective working relationships.
- Ability to develop long range plans and evaluate work accomplishments.
- Ability to project future trends.
- Ability to learn government regulations.
- Ability to monitor cash flow.

DEPARTMENTAL PREFERENCES
- Bachelor Degree in Accounting, Finance or related field.
- Three years progressively responsible experience in municipal finance.
- Three years experience in supervision.
- Strong project management skills.
- Knowledge of and strong proficiency in Microsoft products (Word, Excel, Access).

WORKING CONDITIONS
- Primarily indoors in a climate controlled environment.
- Occasional local or out of town travel.
- Occasionally required to work beyond normal work hours.

PHYSICAL REQUIREMENTS
- Manual and finger dexterity enough to operate a ten-key calculator, keyboard, etc.
- Near vision enough to read and review written correspondence such as statistical reports, computer 
   printouts, memos, letters, etc.
- Hearing and speech enough to communicate in person or by telephone.


FRINGE BENEFITS
Vacation			96 hours per year.
Sick Leave			130 hours per year.
Holidays			10 regular holidays per year.
Injury Insurance		Effective day of employment.
Retirement			Jointly paid by the City and employee.
Credit Union			Full banking services.
Life Insurance	The City provides $10,000 term coverage; optional, supplemental and dependent coverage available at low rates.
Health Insurance or Health	Plans are available for employee and dependent coverage.
      Maintenance Organization
Dental Insurance	Dental plan options are available for employee and dependent coverage at reasonable rates.
Disability Plan			City pays 60% of pre-disability income.
Compensation	Employees are required to receive pay electronically, either direct deposit or paycard.













Vac ID:  2393
Agency/Org: 280/0600
Classification:  1085
Analyst:  dlb  
AN EQUAL OPPORTUNITY EMPLOYER
If you require reasonable accommodation at any time during the hiring process, please notify one our personnel representatives to make arrangements.
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