POSITION DESCRIPTION CITY OF MINNEAPOLIS

Position: Director, Treasury Division

Civil Service Status: Appointed

FLSA Status: Exempt

Type of Position: Professional

Reports to: Finance Officer

Supervises: Treasury Division, Finance Department

I. Functions

This position serves to direct treasury operations and promote financially sound decision-making
throughout the organization of the City of Minneapolis.

1.

General. Directs treasury operations for the organization that promote rapid collection of receivables,
efficient cash concentration and use of banking services, prudent investment decisions, and
coordination of treasury financial information with other elements of the City’s financial management so
that informed financial decisions are made by policymakers and managers.

Investment functions. Carries out investment practices within City policies, state laws, and best
practices of the investment industry; recommends changes to the investment policies and strategies to
the Finance Officer; monitors the performance of external money managers using established
benchmarks; directs and monitors Treasury staff investment decisions; reports investment results to
the Finance Officer and City management using established benchmarks; monitors financial systems
used to support investment decisions and recommends changes to systems as needed; monitors the
performance of custodians of investments within internal controls; and develop and maintain fund-level
cash forecasts that estimate revenues, disbursements and balances with comparison of actual results
to forecast.

Receivable functions. Supervises the manager of the utility billing unit (approximately 45 employees)
so that the City customers receive timely and accurate bills and the City collects funds in an efficient
and timely manner from customers; monitor the systems and procedures used to support the utility
billing function and make improvements as necessary; conduct routine review of other receivable
activities overseeing transaction processing; establish and maintain policies and practices relating to
receivables, disputes, and special collection processes; monitor use of collection agencies including
procurement of services and contract administration; establish reporting requirements and processes
for special assessments; negotiate with customers for payment plans; assure proper accounting for
receivables, receivable revenues, and disputed receivables.

Payment functions. Direct the payment of payroll via electronic and other methods (6,000 to 9,000
employees every two weeks); direct the payment to vendors and other parties (1200 to 1500 every two
weeks); continuously improve systems and procedures that support all payment activities that are
efficient and within the City’s internal control processes; make timely payment of principal and interest
on bonds an other debt in coordination with other elements in the Finance Department and the City;
coordinate with departments the payment of sales tax and payroll related taxes; assure that check files
are properly transmitted in a timely fashion to the financial institution; coordinate with ITS, FISCOL,
HRIS to send the daily, weekly, and monthly file transmissions to the financial institutions for positive
pay and account reconciliation files; establish and maintain the City’s petty cash policies, monitor the
petty cash activities at a variety of locations, authorize new petty cash locations, and maintain the
proper documentation of supervisor and custodians of these petty cash locations; and establish and
maintain process of paying vendors electronically through the City’s financial systems.
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10.

11.

12.

Depositing functions. Continuously improve methods and processes that support the rapid deposit of
funds within the City’s system of internal controls including utility billing and other depository areas;
oversee daily general cash receipting for all departments, auditing information, depositing, balancing,
recording of revenues and customer service activities approximately daily 100 customers and 200 daily
summarized cash receipt transactions; properly record the receipt of large dollar amounts for bond
proceeds, property taxes, and local state aids; oversee the Central Counting Facility (CCF) “Vault
Services Activities” that manages the collection and counting of currency and cash at City operations;
negotiate, establish, and monitor contractual agreements with other credit card merchants (Diners,
Discover and American Express); negotiate, establish, and monitor contractual agreement for armored
car services for depositing monies; negotiate, establish, and monitor contractual agreement for optical
character reader (OCR) machines and other equipment.

Banking relations functions. Oversee the custodian of City investments that properly safe keeps and
records all City investments to ensure purchases, sales, maturities, income collection, reporting are in
accordance with the City’s contract; monitor securities lending activities; assure proper documentation
and recording of all the City deposits in the City’s designated depositories; assure that City deposits in
excess of $100,000 are properly insured against loss; assure that the proper documentation exists for
all disbursements whether they are by paper or electronic movements to avoid fraud and proper
reconciliation; manage credit card services by establishing, analyzing, and reconciling credit card
activities for all locations (approximately 22); maintain daily connectivity to the banks to be able to
analyze account activities and balances, transmit electronic payments, “stop” payments, review daily
credit card activities, and monitor investment accounts activities; procure banking services and appoint
designated depositories.

Responsible for evaluating the performance of personnel. This individual establishes training
requirements, has the duty to keep the staff at the highest level of skill necessary to meet enterprise
needs and objectives, and may hire and fire assigned personnel, subject to budgetary constraints and
City policy.

Establishes major objectives and policies for the treasury division and prepares and interprets reports
that present the City’s historical and forecasted cash and investment position.

Assists in following changes at the state level that will impact City treasury operations and helps to
prepare recommendations for organization response.

Assists with development and advancement of division goals by working effectively with managers in
the treasury division.

Coordinates and consults with other division directors in the Finance Department to assure consistent
application of investment and other treasury policies and practices, knowledge of City financial
strategies and events, and knowledge of financial trends.

Serves as City representative to one or more of the closed pension plan boards for fire and police
employees.

Il. Responsibilities

The Treasury Director is responsible for directing treasury operations in an efficient manner within City
policies, state laws, and best practices in municipal finance. The Treasury Director is responsible for
carrying out the City’s investment policy and related policies and practices relating to treasury operations.
The scope of the position includes, but is not limited to the following:

Recommends changes to the City’s investment policy and practice to the Finance Officer.

Administers and carries out the City’s investment policies and practices as approved by the Finance
Officer.

Administers the City’s system of internal controls relating to cash, investments and other financial
assets to ensure the safekeeping of the City’s assets.

Directs the daily treasury affairs of the City.

Hires, trains, develops, and provides leadership to the City’s treasury staff.

Provides for the maintenance of the City’s system of record for receivables, cash and investment data.
Directs the preparation of financial reports relating to treasury operations for management and elected-
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officials.

The Treasury Director provides leadership to, technical resources for, and encourages customer service
among an assigned staff of approximately 65 finance professionals, including the utility billing manager,
the investment manager and the banking services manager.

Leadership:

1. To manage the treasury division staff and management.

a.  This position must manage workload expectations and the ability of staff to deliver work.

b.  This position trains and develops the treasury staff in the application of treasury policies and
practices.

c.  This position evaluates and recommends changes to the City’s financial systems to ensure that the
treasury staff has the tools necessary to produce and maintain relevant and reliable financial
information.

2. To hire, retain, promote, and when necessary, to discipline staff.

a. Any decision to fire an employee must be made by this position, and cannot be delegated to others
that report to this position.

b.  This position can delegate decisions on hiring, reclassifying, and promoting to those who report to
this position, but not below this level.

c.  This position has authority to seek reclassifications of positions.

3. To organize staff and the work to rapidly collect receivables, concentrate cash for investment, prudently
invest financial assets, and provide meaningful information leading to informed, financially sound
decision making.

a.  This position has authority to make changes in how staff is organized and where they are
physically located.

4. To implement and communicate policies and practices that result in treasury policies and practices that
are in alignment with City goals.

Technical resources:

1. To ensure compliance with City investment and financial management policies and best practices for
municipal treasury operations.

2. To ensure staff has the training and tools needed to do their jobs effectively and efficiently.

a. This position has authority to approve expenditures on staff training and development and other
necessary tools within the budget of the treasury division as he/she decides is appropriate.

3. To ensure continuous review of all practices and procedures and thereby ensure that the City
benefits from the best municipal treasury practices possible.

a. This position has authority to develop and implement all necessary investment and treasury

management practices and procedures. This position is responsible to assess when others in the
Department should be consulted on the decision to change or develop new practices and procedures.

Customer Service:

1. To encourage strong partnerships with the departments the Finance Department serves.

Ill. Reporting Relationships:
1. The Treasury Director is part of the management team of the Finance Department. He/She reports to the

Finance Officer and coordinates objectives and priorities with the Finance Officer.
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2. Responsible to the Finance Officer on matters of investment policy and procedure and elements of the
City’s financial management policy related to treasury operations.

3. Informs and consults with the other division directors in the Finance Department on matters that may
impact or influence their respective responsibilities.

4. Supervises the Treasury Division of the Finance Department.
5. Represents the Finance Department and the City when dealing with the public.
6. Has contact with the Mayor, the City Council, pension boards, and Department Heads.

7. Cooperates with other city employees as needed
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IV. Knowledge, Skills, and Abilities:

Bachelors degree in business, accounting, or finance.

CPA and masters degree preferred.

Thorough knowledge of municipal accounting and treasury best practices.
Thorough knowledge of fixed income markets, especially money market instruments.
Thorough knowledge of cash management practices and banking services.
Working knowledge of City systems and functions.

Working knowledge of organizational principles and managerial practices.
Working knowledge of State and federal employment law.

Professionalism that inspires trust and support.

10. Political sensitivity, but not “political”

11. Motivate staff.

12. Ability to work as a member of a team to accomplish a task or assignment.

CoNooA~LOLDE
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