Notice of Job Opening
Position
DIRECTOR OF FINANCE

Applications Accepted Through
Open until filled

Approximate Starting Date
Immediate
Submit Resume & Cover Letter to:
Lisa Thompson
Human Resource Officer

District Attorneys Council

421 NW 13th Street. Suite 290

Oklahoma City, OK 73103 

405/264-5004
or

Email:
careers@dac.state.ok.us
Salary & Benefits
Salary Commensurate with Experience 
Full State Benefits

DIRECTOR OF FINANCE

Job Description 

This position is responsible for fiscal operations of the District Attorney System, including all phases of the budget process for the District Attorneys Council and District Attorneys.
QUALIFICATIONS
· A Bachelor’s degree in Accounting/Finance.
· A minimum of five years experience. 

· Supervisory experience required, with the ability to supervise employees dedicated to state payroll, purchasing, claims, travel, reconciliation, HR, insurance and retirement.
· Self-motivated, with an ability to plan and coordinate activities in multiple areas.

· Excellent writing and public speaking abilities. 
· Good organizational skills. 
· The ability to establish and maintain effective working relationships.

· Working knowlede of PeopleSoft financial system.

· Knowledgeable in Word, Excel, Access Database, PowerPoint.

DUTIES

· Responsible for oversight and supervision of finance division activities and personnel, including payroll, budgeting, travel, purchasing, insurance and retirement.

· Prepare annual budget work program (BWP) and revise as necessary.

· Prepare annual budget request and other state required reports associated with budgeting.

· Assist District Attorneys and their staffs with all finance related functions.

· Respond to Legislative and other inquiries regarding DAC Financials.

· Supervise 8 employees; 
· Prepare budget of $95 million and over 1170 FTE’s.
· Prepare bi-annual strategic plan.

· Monitor budget performance (budget variance, expense projections, etc).
· Fiscal liaison to OSF, House, Senate and 27 District Attorneys.

· Direct preparation of Bogus Check, RAD, DAC and Drug Asset Forfeiture annual reports.
· Prepare employment reports to EBC, CompSource, OESC and DCS as required.

· Monitor reserve accounts; adjust rates annually as necessary, i.e. unemployment and FICA+.

· Various research, analysis and reports for the Executive Coordinator, Assistant Executive Coordinator, District Attorney Council.

POSITION SPECIFICATONS
The District Attorneys Council is the administrative and coordinating agency for the 27 district attorneys in Oklahoma. The agency provides required training for the district attorney system, handles payroll and insurance, monitors federal grants, serves as a legislative liaison, coordinates the state’s Drug Task Forces, works with the Department of Human Services in coordinating child support collection, administers Federal Grant programs for various law enforcement and community aid programs throughout the state and serves as home to the Oklahoma Crime Victims Compensation Board.

This is a full-time unclassified state position with full state retirement and insurance benefits, including paid health, dental, life, and disability insurance for the employee and 75% paid health insurance for dependents. Annual leave of 10 hours per month and sick leave of 10 hours per month begin accruing immediately. A criminal background check is required.

The non-smoking office is housed in a building with free parking. An outdoor smoking area is available.

