
 

 

 

 

 

 

 

 

  



 

 

 

THE IDEAL CANDIDATE 

The City of Frankenmuth is seeking a professional that will bring technical competence and financial 

acumen to the Treasurer’s office.  The small staff size of the entire City of Frankenmuth municipal 

government means that this position is involved as part of the overall management team for Frankenmuth. 

The candidate should be comfortable in a participatory environment where their opinion and their ability 

to work in a group, will be key to their success. The successful candidate must understand the business 

implications of their decisions and align their efforts with the goals of the City.  Candidates should be 

capable of building effective working relationships with their fellow department heads as well as their 

shared support staff and the public in general.  They should possess the highest ethical standards and 

understand that they will be entrusted with public funds.  The candidate should be committed to helping 

forecast the coming fiscal years, identify trends and demonstrate creative problem solving. They will be 

required to provide appropriate financial alternatives and recommendations to the City Manager and City 

Council. 

The citizens of Frankenmuth have high expectations for all their City staff, and the Treasurer will need to 

work hard to meet them as a key staff member.  The Treasurer must be open and honest, possess a high 

degree of integrity and promote transparency.  The individual will work diligently to keep the City Manager 

informed about any potential financial concerns, and develop the information to assist the City in making 

good, informed decisions.  The Treasurer will also be expected to work toward win-win solutions, while 

prioritizing the prudent use of taxpayer dollars. 

While we expect to receive applications from candidates with government and/or municipal experience, 

the City is willing to provide training to a highly qualified candidate that would like to transition from the 

private sector. A private sector applicant should demonstrate how their experience in the private sector 

has prepared them for the unique aspects of government accounting and municipal finance. 

CITY’S FINANCIAL STATUS 

The City of Frankenmuth is financially sound and has an AA bond rating from Standard and Poor’s.  The 

unassigned fund balance for the City is 37% of its annual budget, and there are designated funds set 

aside for critical needs.  Recently the City created a new rate structure and model for our water and water 

resource recovery facility funds.  

Despite this excellent financial footing, as one might expect with municipal finance constraints, resources 

remain tight. The City needs to continue to look critically at all its expenses and to optimize service 

delivery. Taxpayer dollars must be protected and used wisely while ensuring the continuation of the high-

quality services to meet residents expectations. 

TREASURER’S OFFICE 

The Treasurer’s Office is made up of two employees, including the Treasurer and a Deputy Treasurer, 

with support from two others who provide some assistance and allow for separation of duties.  Technical 

support is provided by the City’s auditing firm and financial advisors for specific projects such as larger 

debt (bond) issues.  The Treasurer also works very closely with the other administrative departments of 

the City including the Assessor, Clerk and City Manager. The Treasurer’s office often collaborates with 

other department heads to develop the annual budgets as well as financial reports for the various City 

functions. They work closely with the City Manager and the City’s auditing firm to keep the City Council 

apprised of the financial affairs of the City. 

 



 

 

 

COMMUNITY PROFILE 

Frankenmuth, Michigan is a community unlike any other There is a spirit that’s uniquely Frankenmuth. 
It’s more than a safe, clean, proud and welcoming community with excellent opportunities for 
commerce, education, recreation and entertainment. If you’re looking for a vibrant, friendly, safe, and 
exciting place to live, consider Frankenmuth, Michigan — a quaint town with lots to offer singles and 
families. Enjoy world-class dining experiences, take in free outdoor concerts, attend festivals and 
events, and drink in our breweries and taverns. 

Our schools are among the best in the Midwest. All schools in the Frankenmuth district are on one 
shared campus — the high school, middle school, and elementary school educate 1,290 students. The 
City is also home to a k-8 Lutheran school – St. Lorenz.  We are large enough to compete 
academically, but we’re small enough to offer children a more personalized and enriched learning 
experience.  

JOB DESCRIPTION:   

Supervised by:  City Manager 

Supervises:  Department staff 

Type:  Exempt 

POSITION SUMMARY: 

Under the general supervision of the City Manager, plans and directs the financial and treasury functions 
of the City, acting as the Finance Director. Ensures accurate accounting of all City funds, monitors 
expenditures, collects taxes and other receivables, and oversees accounts payable, accounts receivable, 
and payroll. Helps direct and plan the budget development process, and coordinates the annual audit. 

ESSENTIAL JOB FUNCTIONS: 

An employee in this position may be called upon to do any or all of the following essential functions. 
These examples do not include all of the duties which the employee may be expected to perform. To 
perform this job successfully, an individual must be able to perform each essential function satisfactorily. 

1. Supervises centralized accounting and bookkeeping activities including accounts payable and 
receivable, payroll, cashiering, tax billing and related work. This includes the collection of City 
revenues for property taxes, water, water resource recovery services, and refuse services. 
 

2. Plans, organizes and administers the financial activities of the City in accordance with Generally 
Accepted Accounting Principles and local, State and Federal regulations, including maintaining 
financial records as required by law. 

3. Responsible for the coordination and implementation of the City budget process. Works with other 
City departments in developing budget requests and revenue and expense projections. Reviews 
departmental budget requests and provides expertise on accounting and reporting procedures and 
City fiscal policies. Oversees budget amendments and transfers as needed. 

4. Plans, organizes and performs financial accounting activities and prepares and submits required 
reports in accordance with accepted fiscal practices and Federal, State and local regulations. Monitors 
financial reporting requirements from the State of Michigan and assists departments in preparation of 
project specific reports. Specifically, this may include grant writing and grant tracking assistance when 
needed. 



 

 

 

5. Oversees the disbursement of funds in accordance with the provisions of law and the City Charter, 
and ensures the filing of all monthly, quarterly, and year-end employment related reports as needed. 
Oversees the daily cash-out of the tax cash drawer. Ensures tax receipts and cash balance at the end 
of each business day. 

6. Manages the year-end closing of financial records and general audit. Prepares year-end adjustments 
and schedules. Works with auditors to ensure accuracy of financial reporting. Provides documentation 
and analysis to the auditors as needed. 

7. Manages the sorting and mailing of tax billings, and collection real and personal property taxes, 
special assessments, fees and other monies due to the City. Administers delinquencies, public 
notices, and bankruptcies as appropriate. Distributes tax money to appropriate accounts and balances 
tax rolls with the all necessary agencies. 

8. Responds to taxpayer inquiries in person or by phone, and processes and resolves complaints. 
Explains taxation issues, investment practices, and the tax assessment and collection process. 
Responds to requests for information from City officials, financial institutions, title companies, realtors 
and other City administrators. 

9. In coordination with the City Manager, oversees the issuance, administration and repayment of debt 
including bonds and installment agreements.   

10. Monitors the status of other revenue sources including, State and Federal funding. Evaluates financial 
trends and fiscal status, performs cost analysis, and prepares and presents recommendations. 

11. Performs cash management functions including investment of municipal funds. Assures the balancing 
of all funds and reconciliation of all internal and bank accounts. Investigates and examines various 
investment options in order to achieve the best possible rate of return. 

12. Plans, organizes, and directs all aspects of the Treasurer’s Department operations including 
personnel, budgeting, and general administration. Develops, recommends and implements 
departmental policies and procedures, internal controls, and departmental goals and objectives in 
accordance with departmental needs, City policies, and legal requirements. 

13. Recruits and recommends the hiring of department employees. Assigns work, supervises personnel, 
evaluates performance, and oversees training and professional development. Takes disciplinary 
action according to established procedures. 

14. Coordinates the City’s IT services and projects with the support of the City’s IT consultant.  
Recommends replacement of primary IT infrastructure including servers, network components and 
other technical equipment. Troubleshoots basic IT issues and coordinates with IT consultant for more 
complex issues. 

15. Acts as departmental spokesperson and liaison to the public. Responds to public inquiries and 
investigates complaints. Establishes and maintains effective relationships with other departments, 
citizens, City officials, employees, and others. 

16. Attends meetings, conducts research, compiles information, prepares reports, and completes special 
projects as assigned. 

17. Keeps abreast of legislative and regulatory developments, new administrative techniques, and current 
issues through continued education and professional growth. Attends conferences, workshops, and 
seminars as appropriate. 

18. Performs other related duties as assigned. 



 

 

 

  

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND MINIMUM QUALIFICATIONS: 

The requirements listed below are representative of the knowledge, skills, abilities and minimum 
qualifications necessary to perform the essential functions of the position. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the job. 

• A Bachelor’s degree or the equivalent in accounting, finance, business administration or related field 
is required. 

• Five or more years of progressively responsible experience in accounting, finance, or related field is 
required. Previous experience in a government setting with supervisory responsibility is strongly 
preferred.  

• Knowledge of the principles, practices and legal regulations of government finance, financial 
reporting, budgeting, accounting, and investing. 

• Thorough knowledge of generally accepted accounting principles and experience with governmental 
accounting principles and practices and the ability to apply them accurately. 

• Skill in assembling and analyzing financial data, developing operating and capital budgets, and 
preparing comprehensive and accurate reports. 

• Demonstrated skill in the use of specialized financial software, office equipment and technology, and 
the ability to master new technologies. 

• Experience in implementing and providing diverse programs and services, and directing the 
utilization of personnel, technology and other resources. 

• Experience evaluating and controlling a variety of financial services and the ability to make sound 
policy and procedural recommendations. 

• Experience performing payroll functions, including knowledge of payroll software and understanding 
of IRS regulations and requirements.  

• Ability to communicate effectively and present ideas and concepts orally and in writing, and make 
public presentations. 

• Demonstrated success in establishing and maintaining effective working relationships and use good 
judgment, initiative and resourcefulness when dealing with employees, professional contacts, 
community leaders, and the public. 

• Knowledge of government services, organizational structure, and general municipal operations to 
effectively direct and assist the public. 

• Ability to exercise a high degree of diplomacy in contentious or confrontational situations. 

• Ability to critically assess situations, problem-solve, and work effectively under stress, within deadlines 
and changes in work priorities. 

• Ability to flex schedule outside of normal business hours, travel to other locations, and work extended 
hours as operational needs demand. 

• State of Michigan Vehicle Operator’s License, a satisfactory driving record, and the ability to maintain one 
throughout employment. 



 

 

 

 

 

PHYSICAL DEMANDS AND WORK ENVIRONMENT: 

The physical demands and work environment characteristics described here are representative of those an 
employee encounters while performing the essential duties of the job. Reasonable accommodations may be made 
to enable individuals with disabilities to perform essential functions. 

While performing the duties of this job, the employee regularly works in an office setting with a controlled climate 
where they sit and work on a computer, communicate by telephone, email or in person, move around the office to 
travel to other locations, and lift and/or move items of light to moderate weight. The noise level in the work 
environment is usually quiet. 

 

SALARY AND BENEFITS 

$64,000 TO $79,000, dependent on qualifications. 

 The City offers a comprehensive benefits package, including 
health and dental insurance, a competitive defined benefit 

and defined contribution retirement program, 10 paid 
holidays, generous vacation and sick leave. 

To Apply:  Submit a Cover Letter and Resume to City 
Manager,  Bridget Smith, at the address listed below: 

Bridget Smith, 240 W. Genesee, Frankenmuth MI  
48734, bsmith@frankenmuthcity.com 

 
Review of applications will start on June 1, 2020.  This 

position will remain open until filled with review of 
candidates.  

Questions: Contact Bridget Smith, at  (989) 652-9901or 
bsmith@frankenmuthcity.com 

mailto:bsmith@frankenmuthcity.com

