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HARTSELLE UTILITIES 
JOB DESCRIPTION 

 
 
Job Title: Finance and Accounting Manager 

Department: Finance and Accounting 

FLSA: Exempt Pay Scale (hourly): $31.06 - $54.41 
 Safety Sensitive: No 

Security Sensitive:  Yes 
 
Job Description Prepared: May 2020 

 
Note: Statements included in this description are intended to reflect in general the duties 

and responsibilities of this job and are not to be interpreted as being all-inclusive. 
The employee may be assigned other duties that are not specifically included. 

 
 

Relationships 
 

Reports to: General Manager (GM)  

Subordinate Staff: Accountant; Accounting Assistant 

Other Internal Contacts: All Hartselle Utilities (HU) Departments; All Employees; 
Hartselle Utilities Board of Directors (HU Board) 

 
External Contacts: General Public; Hartselle Utilities Customers; Tennessee 

Valley Authority (TVA); Auditors; Banks; Bonding Companies; 
Credit Companies; Software Companies; IT Consultants; Other 
Utility Companies; City of Hartselle Departments; Central 
Service Association (CSA) 

 
 

Job Summary 
 

Under the general supervision of the General Manager (GM) this employee plans for, 
organizes, and manages Hartselle Utilities’ finances and accounts.  The employee serves 
as the department head and manages the daily functions of the department and 
supervises employees.  Plans and coordinates the annual budget and budgetary 
activities; ensures compliance of operation within the approved budgets. Conducts 
research, analyzes information and data, assembles rate information and data, and 
makes recommendations, develops financial projections with impacts on HU, and 
incorporates decisions into financial systems as determined appropriate in consultation 
with the GM.  Provides oversight and coordination, in cooperation with the GM, of the 
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financial activities, needs and expenditures of each department.  Advises the GM and the 
Board regarding financial matters.  Ensures compliance with all federal and state laws 
with implications regarding financial matters.  This is a highly responsible job; latitude for 
making decisions is afforded this employee.  This job is considered security-sensitive and 
is subject to a pre-employment background check and random drug screenings. 

 
 

Essential Functions 
 

ESSENTIAL FUNCTIONS: The following list was developed through a job analysis; 
however, it is not exhaustive and other duties may be required and assigned.  A person 
with a disability which is covered by the ADA must be able to perform the essential 
functions of the job unaided or with the assistance of a reasonable accommodation. 

 
ESSENTIAL FUNCTION: Financial Management.  Performs functions of the Chief 
Financial Officer and Comptroller of HU. 

 
1. Serves as the chief financial officer and comptroller. 
2. Coordinates and collaborates with the General Manager regarding major 

financial matters and operations. 
3. Develops and revises/updates financial policies and processes. 
4. Ensures that financial functions and operations are performed within current 

laws and associated requirements. 
5. Oversees and ensures accuracy of payroll functions. 
6. Ensures accuracy and timeliness in performance of financial matters. 
7. Engages and consults with banks and financial institutions regarding 

budgetary and financial matters. 
8. Manages and oversees financial operations. 
9. Monitors revenues and expenses. 
10. Establishes processes to provide for the security of all monies received and 

on-site. 
11. Ensures processes of making bank deposits and transactions are secure 

and that they are safe for employees. 
12. Focuses on internal operations and priorities established by the general 

manager and the Board. 
13. Manages all aspects of internal control. 
14. Researches financial matters and issues, utilizing the internet and other 

expert sources. 
15. Develops and analyzes HU  financial matters. Evaluates impact on HU. 

Makes recommendations to the general manager and the Board. 
16. Maintains files and documents on hardcopy and electronically. 
17. Assembles financial data and develops financial reports for consideration 

by the GM and the Board. 
18. Identifies financial trends and makes projections regarding HU. 
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19. Establishes and maintains all financial accounts. 
20. Reconciles account receivable balance to the general ledger and to Rec4 

monthly. 
21. Evaluates the financial impact of employee benefits 
22. Maintains data, documents, and reports specifically required for audit 

purposes. 
23. Prepares for and actively participates in financial audits. 
24. Assists in ensuring adequate insurance coverage on assets. 

 
ESSENTIAL FUNCTION:  Department Head and Supervisor.  Manages the daily 
functions of the department.  Supervises and provides oversight of employees. 

 
1. Manages and oversees the daily operations and functions of the 

department. 
2. Maintains collegial, productive, and professional relationship among 

employees, and with the HU organization. 
3. Prepares for, attends, and participates in meetings. 
4. Collaborates with the GM and other department heads as necessary. 
5. Assembles documents and reports. Distributes as appropriate. 
6. Participates in training and continuing education programs.  Maintains 

current professional knowledge. 
7. Establishes, maintains, and updates processes and procedures for the 

department. 
8. Assigns and delegates work to departmental employees and contracted 

employees. 
9. Ensures accuracy and timeliness of all work performed by departmental 

employees. 
10. Considers and approves schedules and leave for all assigned employees. 
11. Ensures accuracy of timecards and time sheets for all assigned employees. 
12. Oversees and coordinates training programs for all assigned employees. 
13. Oversees, supports, and corrects work conducted by the departmental 

employees. 
14. Conveys information to departmental employees regarding mission and 

operational priorities. Maintains communications with departmental 
employees. 

15. Ensures employees have appropriate tools and resources necessary to 
perform their jobs. 

16. Assists in interviewing and selection of prospective job applicants for vacant 
jobs. 

17. Participates in all personnel matters associated with departmental 
personnel, such as employment, orientation and training, disciplinary 
actions, leave, and separation. 

18. Administers discipline as needed; follows appropriate HU guidelines for 
disciplinary actions. 
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19. Participates in the planning budgeting of projects and departmental 
processes. 

20. Tracks expenditures to ensure departmental projects remain within budget. 
21. Ensures confidentiality as determined and appropriate. 
22. Represents HU in a consistently professional and positive manner. 

 
ESSENTIAL FUNCTION: Regulatory Matters.  Ensures compliance with applicable 
federal and state laws and regulations governing public utility companies. 

 
1. Ensures current knowledge of regulations with implications for HU. 
2. Pursues matters of compliance associated with all applicable laws and 

regulations. 
3. Ensures and communicates compliance with regulatory agencies and with 

the Board and GM as required and defined. 
4. Evaluates compliance of HU with current regulations. 
5. Maintains regular communications with the TVA regarding HU operations. 
6. Consults with and advises the GM regarding regulatory matters and 

compliance issues. 
7. Analyzes information and data. 
8. Assembles and evaluates data and its impact on HU. 
9. Develops reports and submits to the appropriate authority. 
10. Maintains documents, records, and reports. 
11. Identifies and initiates actions, along with the GM, to correct discrepancies 

and align HU operations. 
12. Compiles data and completes annual TVA report. 

 
 
ESSENTIAL FUNCTION: Budgets and Departmental Support.  Provides budgetary 
and accounting support to the HU department heads and employees. 

 
1. Coordinates budgetary functions with and for department heads. 
2. Provides support and information to develop annual departmental budgets. 
3. Collaborates with the general manager and the Board to ensure responsible 

and solid financial and budgetary management of resources. 
4. Compiles and develops annual operating and capital improvements budget. 
5. Administers budgets within approved guidelines. 
6. Ensures expenditures are made within approved budgets. 
7. Ensures the GM is kept apprised of budgetary matters. 
8. Compiles, writes, and submits budgetary reports. 
9. Maintains documents, records, and reports. 
10. Submits annual budgets to the HU Board for consideration and approval. 
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ESSENTIAL FUNCTION:  Rates and Rate Development.  Ensures utility rates are 
justified and sustainable relative to services provided. 

 
1. Consults with the GM and the HU Board regarding the development and 

modification of utility rates. 
2. Develops rates in compliance with regulatory authorities. 
3. Conducts research using and analyzing a variety of professional industry- 

specific resources. 
4. Accesses and evaluates the consumer price index associated with public 

utility operations. 
5. Monitors the Consumer Price Index (CPI) and recommends rate 

adjustments. 
6. Maintains rate data and trends. 
7. Makes recommendations to the GM and the Board regarding cost and rate 

projections and assessments. 
8. Develops communications to customers regarding charges and changes in 

utility rates. 
9. Performs financial analysis of cost and rate impacts on HU. 

 
 
ESSENTIAL FUNCTION: IT Functions. Provides for centralized IT services to 
include need-based electronics and specialized software. Evaluates identified 
needs and works with HU employees and vendors to accomplish goals. 

 
1. Works with each department to identify computer and technology needs. 
2. Works with HU employees related to designing processes and the 

integration of appropriate technology into those processes. 
3. Mediates identified technology needs and requests. 
4. Evaluates and trouble-shoots functional problems with software and 

hardware. 
5. Initiates repairs and/or replacement according to HU policy. 
6. Evaluates information technology (IT) needs and available products and 

technology. 
7. Develops specifications for new hardware and software. 
8. Coordinates and communicates with IT companies regarding servicing, 

purchasing, and any repairs or necessary updates. 
9. Initiates purchases and licenses for hardware and software. 
10. Arranges for training of employees on new technology as indicated. 
11. Provides support in installation of new software and hardware. 
12. Assists in the implementation of new technology and systems. 

 
 
NON-ESSENTIAL FUNCTIONS: 

 
1. Participates in and supports special functions and initiatives as determined 

by the HU Board and the GM. 
2. Performs other job-related duties and task as required. 
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Knowledge, Skills and Abilities 

(* Can be acquired on the job) 
 

1. *Knowledge of Hartselle Utilities rules, regulations, policies, and 
procedures. 

2. *Knowledge of Hartselle Utilities service area. 
3. Knowledge of safety rules including accident causation and prevention. 
4. Knowledge of budget preparation and financial management. 
5. Knowledge of principles of management and the ability to apply them. 
6. Knowledge of state and federal laws and regulations pertaining to the 

construction, ownership, and operation of public utilities. 
7. Reading skills to comprehend operator manuals, directives, procedures, 

and instructions. 
8. Verbal skills to communicate effectively with subordinates, department 

heads, the board, media and to make presentations. 
9. Writing skills to revise, update, and develop policies, procedures, produce 

technical reports, and other technical writing clearly and concisely. forms 
and records, and to prepare policies and procedures. 

10. Math skills to perform basic calculations (add, subtract, multiply, divide), to 
prepare/interpret technical reports, interpret financial documents, and to 
prepare and assess budgets. 

11. Public relation skills to work with general public, state and federal agencies, 
and to coordinate with conference officials. 

12. Ability to effectively communicate to give directives, provide instructions, 
make presentations, and provide advice. 

13. Skills to use computers and specialized software, including spreadsheets. 
14. Skills to consider multiple sources, options, opportunities, and implications 

regarding impacts on Hartselle Utilities prior to making decisions. 
15. Ability to establish priorities and action plans for self and others. 
16. Ability to develop and function within budgets. 
17. Ability to provide leadership to minimize risks and liabilities. 
18. Ability to use computers and other methods to conduct research. 
19. Ability to provide guidance, coaching, counseling, and other methods to 

support the development of subordinate employees. 
20. Ability to hold self and others accountable. 
21. Ability to maintain confidential information. 
22. Ability to consistently represent Hartselle Utilities in a positive, professional 

manner. 
23. Ability to effectively supervise subordinate employees. 
24. Ability to establish and work according to priorities; ability to perform work 

accurately, with attention to detail, and within time constraints. 
25. Ability to plan, organize, coordinate, and carry out work, engaging the work 

of others in a productive and effective manner. 
26. Ability to solve problems and effectively address issues. 
27. Ability to coordinate and collaborate work with others to accomplish 

established goals and projects. 
28. Ability to drive. 
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Minimum Qualifications 
 

1. Possess a bachelor’s degree from an accredited college or university with 
a major in accounting. 

2. Earned credential as a Certified Public Accountant (CPA) is preferred. 
3. Possess a minimum of ten (10) years of professional accounting 

experience; a minimum of three (3) years of professional work experience 
in management and supervision. 

4. Professional work experience dealing with budget management. 
5. Professional work experience with, or in, a public utility organization is 

preferred. 
6. Possess practical work experience associated with Federal Energy 

Regulatory Commission (FERC) guidelines for professional electric 
services is preferred. 

7. Possess a current and valid driver’s license; must be insurable. 
8. Ability to be bonded. 
9. Ability to work extended or unusual hours. 
10. Ability to travel to participate in training and continuing education (CE) 

programs, with a focus in utility management and accounting. 
11. Ability to pass a pre-employment background check and random drug 

screenings. 
 
 

Physical Demands 
 

The work is sedentary. Typically, the employee may sit comfortably to do the work. 
However, there may be some walking; standing; bending; carrying of light items such as 
papers, books, small parts; driving an automobile, etc. No special physical demands are 
required to perform the work. 

 
 

Work Environment 
 

The work environment involves everyday risks or discomforts which require normal safety 
precautions typical of such places as offices, meeting and training rooms, libraries, and 
residences or commercial vehicles, e.g., use of safe work practices with office equipment, 
avoidance of trips and falls, observance of fire regulations and traffic signals, etc. The 
work area is adequately lighted, heated, and ventilated. 
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