
 

 

Drexel Heights Fire District 
Job Description 

 
 
Job Title:  Finance / Administrative Manager Position Code:  110 
Department: Administration    Step Range:   60-68  
FLSA:  Exempt     Date:   July 1, 2014 
 
General Description 
Under the direction of the Fire Chief or his designee, the Finance/Administrative 
Manager is responsible for the administration and operation of the Administrative 
Division, which includes, but is not limited to, finance, human resources, legal issues, 
information technology, office management and special projects. This is a senior 
administrative position with supervisory and technical duties. This position has 
considerable independence in developing and implementing comprehensive 
administrative programs and services.  
 
Supervision Received 
Works under the supervision of the Fire Chief. 
 
Supervision Exercised 
Supervises other administrative employees engaged in clerical, finance or human 
resources functions. 
 
Essential Duties and Responsibilities 
 

1. Supervise administrative employees engaged in clerical, finance or human 
resource functions ensuring professional internal and external customer service 
is provided. 

2. Oversee accounts payable process. 
3. Insure funds and receipts are properly deposited. 
4. Properly monitor, issue and deposit Pima Co. tax warrants. 
5. Coordinates use of District meeting room facilities.  
6. Manage the Fire District fixed assets program. 
7. Coordinate the Fire District Human Services activities. 
8. Manage records and reports required for Board Meetings including posting of 

notices and collection and filing of minutes and proceedings. 
9. Prepare and manage the budget for the administration and assist the Fire Chief 

with budget oversight. 
10. Assist the Fire Chief with correspondence, reports, budget and other projects. 
11. Coordinate the purchase and maintenance of office equipment for administrative 

functions such as telephone system, copier, computers and other office 
equipment.  

12. Responsible for the management of the District’s records including 
implementation of the retention and disposition schedule. Ensures that all 
records are released according to legal requirements. 



 

 

13. Responsible for purchasing management.  
14. Coordinates the Annual Financial Audit and filing of Annual Report. 
15. Compiles the rules, policies and procedures as set forth by the Board and Fire 

Chief.  
16. Acts as the District’s liaison with County and State offices such as the Clerk of 

the Board, Assessor’s Office, Treasurer’s Office, Recorder’s Office and State 
Department of Revenue. 

17. Management of the District’s retirement programs. 
18. Management of the District’s personnel benefits program.  
19. Other projects or duties as assigned by the Assistant Fire Chief and the Fire 

Chief. 
 
The above listed examples of work are not intended to be all-inclusive.  The District 
reserves the right to assign additional duties and responsibilities it deems necessary or 
desirable, as well as take away any duty and responsibility at its discretion. 
 
Knowledge, Skills and Abilities 

1. Ability to think logically and quickly. 
2. Ability to listen and apply information and instructions. 
3. Ability to read and comprehend technically written materials and manuals. 
4. Ability to work with elected officials. 
5. Ability to write at a college level, speak distinctly and have good hearing and 

listening skills. 
6. Requires confidentiality and ability to remain calm under stress. 
7. Requires good judgment and use of discretion 
8. Ability to build teams. 
9. Ability to maintain and uphold high ethical standards. 
10. Ability to make decisions consistent with District policy and guidelines. 
 

Minimum Education, Training and Experience Requirements 
1. Typing 40 wpm  
2. Bachelors Degree in Public Administration, Business Administration or related 

field.  
3. Five years supervisory management experience.  
4. Must possess or be able to possess a valid Arizona Drivers License. 
5. No felony convictions or disqualifying criminal histories within the past ten (10) 

years. 
 

Preferred Education, Training and Experience  
1. Master’s Degree in Public Administration, Business Administration, Human 

Relations Administration or related field. 
2. Ability to communicate in both English and Spanish. 
3. Experience with a Fire District or other governmental entity. 

 



 

 

Tools, Equipment and Work Aides Used 
Telephones (including the use of ear pieces), radios, computer, typewriter, calculator, 
motor vehicle copier, fax machine and other typical office equipment. 
 
Physical Demands 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is frequently required to sit for 
extended periods; talk and/or hear; stand; walk; use hands to finger, handle or operate 
objects, tools or controls; and reach with hands and arms.  
 
Specific vision required by this job includes close vision, distance vision, color vision, 
peripheral vision, depth perception, and the ability to adjust focus.  
 
Work Environment 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
Work is performed primarily in an office like setting, during the day and could 
occasionally require work during an evening.  Work is often performed in emergency 
and stressful situations. Individual is exposed to hearing alarms. There is significant 
office related work conducted by this position. 
 
The noise level in the work environment is usually quiet in office settings. 
 
Selection Guidelines 
Formal application, review of education and experience, appropriate testing and 
interviews, oral interview, background check, drug screen, final selection and 
completion of a pre-employment medical exam. The Fire Chief makes appointment. 
 
Miscellaneous 
The above description is intended to describe the duties of an employee in general 
terms and does not necessarily describe all of his/her duties or functions. 
 
The job description does not constitute an employment agreement between the 
employer and the employee and is subject to change by the employer as the needs of 
the employer and requirements of the job change. Employment would be on an “at will” 
basis. 
 

Approval:     /s/   Douglas Chappell                   Effective Date:  July 1, 2014 


