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Town Accountant or Finance Director  

 
The Town of Norfolk is seeking to fill the position of Finance Director/Town Accountant.  Per 
Town bylaw, the Finance Director will also hold the title of Town Accountant, Treasurer / 
Collector or Chief Assessor.  The Town is also open to hiring a high potential Town Accountant 
that may be promoted to Finance Director in the future. 
 
Responsibilities of the Town Accountant include auditing and processing the weekly warrant for 
payroll and accounts payable; coordinates and administers employee benefits including but not 
limited to health, life and dental insurance, deferred compensation; coordinates with participants 
and benefit providers to implement benefits and/or resolve problems; reconciles cash receipts 
with the Treasurer on a monthly basis; maintains accurate and detail records of all transactions 
including yearend longevity reports, health, life and dental insurance reconciliation, wage 
increases and payroll deductions. Work requires understanding, interpreting and applying 
complex federal, state and local regulations. There is daily contact with town employees, 
retirees, other town departments and insurance representatives to give or receive information 
regarding employee benefits or to respond to inquiries, requests or complaints. This position has 
full access to confidential information including lawsuits, town-wide personnel files and town-
wide payroll. The Town Accountant prepares the required reports including Schedule A, Balance 
sheets, and Tax Recap and works with the Finance Director to prepare the annual town budget. 
The Town Accountant maintains all information for year-end vendor 1099 submissions to IRS 
and REAP Report. This position requires a B.S. in accounting or finance, or equivalent work 
experience in Municipal accounting, including knowledge of the Uniform Municipal Accounting 
System. Proficiency in Microsoft Word and Excel, MUNIS software and Harpers Payroll is 
strongly preferred. This is a salaried, grade 9 position. 
 
Depending on experience, a candidate may also be considered for the title of Finance Director, a 
contracted position which would include overseeing the Treasurer / Collector and Chief 
Assessor. 
 
To apply candidates must  forward a cover letter, resume and salary requirements to 
jobs@virtualnorfolk.org by August 14,2015 
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