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CITY OF GLENDALE 

 

TITLE: Revenue Administrator CLASS CODE: 341 

   

REPORTS TO:  Finance Director GRADE: 33 

   

DEPARTMENT:  Finance FLSA: E 

 

JOB SPECIFICATION DATE: July 23, 2010 kmd 

 
JOB SUMMARY 

 

Provides highly complex staff assistance in the management of the revenue and customer service 

functions within the Finance Department.  Plans, organizes and supervises the activities and staff of 

these divisions. 

 

ESSENTIAL FUNCTIONS 

 

1. Assists the Finance Director in planning, directing and supervising departmental programs, including 

accounts receivable, revenue recovery, municipal billing, business licensing, sales tax 

administration, fiscal reporting and research. 

2. Participates in the preparation and management of various statistical components of the city’s 

Comprehensive Annual Financial Report related to the area of supervision. 

3. Manages the development of complex financial and administrative customer service and  revenue  

reports and studies. 

4. Assists the Finance Director in the development of departmental policies and procedures.  Explains 

and recommends changes in departmental policies. 

5. Supervises the preparation of the accounting staff budget; assists in the development and 

implementation of the department budget. 

6. Provides accurate revenue collection information to senior management and department heads.  

7. Makes recommendations for improvement in management control and financial business procedures 

as they relate to revenue collections and customer service. 

8. Supervises and/or leads professional and support level staff involved in various revenue and 

customer service functions.  

9. Develops financial and statistical reports for budget, finance and the enterprise funds.  Prepares 

Council communications for all liquor license application and make presentation to the City Council 

when necessary. 

10. Manages special and continuing projects involving the development of plans, and the coordination 

of activities among departments, other cities and the public. 

11. Researches, coordinates and participates in the collection and organization of information necessary 

to develop and/or revise policies and procedures; presents recommendations to the Finance 

Director. 

12. Interprets policies and provides staff direction on policy matters as delegated by the Finance 

Director. 

13. May act as Finance Director over departmental issues in his/her absence. 

 

SECONDARY FUNCTIONS 

 

14. Performs other related duties as required. 
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KNOWLEDGE, SKILLS AND ABILITIES 

 

 Knowledge of: 

Laws and ordinances relating to the financial administration of the various city departments 

The principles and practices of public administration and local government structure and 

services 

Research and analysis methods, statistics, cost analysis, computer modeling, report presentation;  

Public sector budgeting, management principals and techniques, accounts, funds, bonds, and 

revenue sources 

Personal computer technology and the applications for local government 

Customer service and problem resolution practices 

City and State Sales Tax codes 

  

 Ability to: 

Perform research, analyze findings, prepare and present recommendations to department heads 

and staff 

Demonstrate sensitivity and awareness to political/policy issues 

Work independently on major projects or sensitive problems and coordinate work of others 

Provide supervision to professional staff 

Interpret and apply city ordinances, rules, regulations, standards and other guidelines and 

references affecting area of responsibility 

Conduct research, analyze findings and prepare clear and concise reports and recommendations 

Communicate effectively, both orally and in writing 

Establish and maintain effective working relationships with City employees and the public 

Read and comprehend a variety of financial source documents 

Effectively administer related financial services activities  

 

WORKING CONDITIONS 

 

Office setting. 

 

MINIMUM REQUIREMENTS 

 

Bachelor’s degree in Business or Public Administration, Finance, or a related field and five years of 

progressively responsible experience in governmental administration, including three years of 

supervisory experience. 

 

Any equivalent combination of training and experience that provides the required knowledge, skills and 

abilities, is qualifying. 

 

SPECIAL REQUIREMENTS 

 

A valid Arizona's driver's license 


