
CITY COMPTROLLER 

 

GENERAL STATEMENT OF DUTIES: 

Responsible for managing and monitoring all accounting and financial functions for the 
City, including financial reporting, operating budget, cash management, transactions and 
payments of the City’s obligations, legal compliance, internal controls, debt management, 
grants accounting, all City funds, capital projects and all day-to-day transactions for 
operations. Includes accounts payable, accounts receivable, payroll, general ledger, 
asset management, document management, and account reconciliations. Ensures all 
reports are prepared timely and in accordance with GAAP and GASB pronouncements. 
Accountable for other reporting and compliance requirements as mandated by local, state 
and federal authorities. Effectively supervises employees. 

 

TYPICAL WORK ACTIVTIES 

Under the direct supervision of the City Manager, the Comptroller responsibilities include: 

 To keep and supervise the books of general accounts of the City which books shall 
include a general journal, general ledger, commitment register, claim record, 
appropriation ledger, and bond ledger and such other books that from time to time 
may be found necessary to properly reflect the financial condition of the City.  

 Maintains all accounting systems and procedures in conformity with generally 
accepted accounting principles. 

 Develops, administers, maintains, and oversees the City’s annual budget and 
presentation of the budget; makes recommendations and forecasts for future 
funding needs; performs budget analysis and reconciles discrepancies; reviews 
and approves departmental expenditures and implements adjustments and 
corrective actions as needed. 

 Prepare and/or oversee the preparation and review of financial statements, audits, 
reconciliations, and reports; provide information, specific analysis, and schedules 
as needed. 

 To examine and approve all contracts, purchase orders and other documents by 
which the City incurs financial obligations, having ascertained before approval that 
moneys have been duly appropriated and allotted to meet such obligations and will 
be available when such obligations shall become due and payable and to record 
such obligations as encumbrances of the respective appropriation from which such 
obligations are to be paid. 

 To audit and approve all bills, invoices, payrolls and other evidences of claims, 
demands or charges against the City and to determine the regularity, legality and 
correctness of the same. 

 Manage issuance of bonds and financial instruments to support the City’s capital, 
recovery and financing needs. Monitors the City’s credit rating and debt levels, and 
identifies sound refinancing and debt structuring methods. 

 Research, evaluate, develop and recommend general financial 
policies/procedures/manuals and modifications to existing methods to improve 
effectiveness and efficiency. 



 To prescribe the form of receipts, vouchers, bills or claims to be filed by all 
departments, institutions, offices and agencies of the city government. 

 To perform such other duties pertaining to the financial records of the City as 
needed. 

 Effectively supervises employees through planning, organizing and prioritizing 
work assignments. Encourages a consistent flow of communications in a manner 
that will assure a clear understanding of needs and issues, promoting sound 
teamwork and problem resolution. 

 Maintains professional and technical knowledge by attending educational 
workshops and conferences; reviewing professional publications; establishing 
professional networks; participating in professional societies.  

 Promoting policies that enhance City government’s commitment to efficiency, 
integrity and performance. 

 Supports City Manager with adhoc and special projects. 

 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 

Strong analytical, management and implementation skills; strategic planning experience; 
Governmental budget preparation and administration. Ability to perform work with a high 
degree of accuracy and organization. Management skills and strong business acumen, 
including problem solving, vision, ability to manage multiple programs and meet 
deadlines, collaboration, leadership, decision making and ability to analyze diverse facts 
and develop clear and concise reports and recommendations. Responding to inquiries 
and in effective oral and written communication. Researching, analyzing, and evaluating 
new service delivery methods, platforms and techniques.  Ability to work cooperatively 
with others. Proficiency in software programs including all Microsoft Office programs; high 
proficiency in Excel.  Knowledge of MUNIS accounting system preferred.  

 

MINIMUM QUALIFICATIONS: 

Bachelor’s degree from an accredited College or University in Accounting or Finance. 
Professional designation of Certified Public Accountant (CPA) strongly preferred. 
 
Minimum of eight (8) years recent work in accounting, including four years of 
governmental and supervisory experience primarily responsible for organization’s 
accounting and financial management/reporting.  
 

Letters of intent and resumes must be submitted to the City Manager by email at 

recruitment@longbeachny.gov. 
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