
NOTICE OF VACANCY 
 

TITLE:    Deputy Finance Director 
DEPARTMENT:   Finance 
POSITION STATUS:  Full time, non-union position with full benefits 
SALARY:   Up to $97,000.00; DOQ, and eligible for $1500.00 sign on bonus! 
     
DEPARTMENT SUMMARY: 
The Finance Department is responsible for the development and oversight of the annual city budget, financial 
reporting and serves to protect the fiduciary interests of the City of Salem by ensuring financial records are 
accurately maintained and preserved while utilizing sound audit and accounting practices in accordance with GAAP 
and local, state, and federal laws. 
 

JOB SUMMARY: 
Reporting directly to the Director of Finance, the position plays a critical and valuable role in the financial operations 
of the City of Salem.  Postion will develop and foster relationships with representatives of all municipal departments, 
communicate and manage time effectively while balancing multiple tasks.  Will oversee and ensure proper daily 
posting and reconciliation of financial activities, coordinate monthly reporting and monitoring of budget to actual 
activity.  Performs regular duties on own initiative, exercising judgment in identifying the appropriate course of 
action.  Assists office staff with effectiveness and conformance with standard policies and procedures.  
Communicates with city departments regularly. 
 
DUTIES AND RESPONSIBILITIES: 
Lead all internal deliverables associated with monthly and quarterly reporting.  Coordinate and evaluate proper 
posting of revenue and expense activity, payrolls, Treasurers and Collectors cash receipts and month end entries. 
 
Takes lead role in the execution of the annual budget process working closely with the DOF and municipal 
departments in the preparation and issuance of the annual Budget. 
 
Reviews and addresses departmental budget to actual difference and ensure proper posting of activity to special 
revenue, trust, and capital funds, ensuring accuracy and completeness. 
 
Takes initiative to manage trouble shooting; investigates, reviews, and analyzes year to date activity and 
communicates with department managers in this process.   
 
Performs Operational Audits to ensure compliance with Municipal Policies and Procedures.  Collaborate to enhance 
accounting and reporting outputs, processes and workflows. 
 
Prepares annual reports to due the Department of Revenue including, but not limited to the Schedule A and Free 
Cash balance sheet reports. 
 
Maintains Finance Department Web Site. 
 
Works with external audit team on a regular basis and also at year end. 
 
Seeks new ways to improve efficiencies and recommend policy adjustments accordingly, ensuring compliance with 
M.G.L. 
 
Provides leadership and support to the Finance team and other municipal departments as needed. 
 
Performs other duties as assigned. 
 



QUALIFICATIONS: 
Bachelor’s Degree in accounting or finance related discipline.  Minimum of 5 to 8 years’ relevant budget/accounting 
experience, prefernably in a municipal environment. 
 
Demonstrated proficiency with Microsoft office products, and an ability to plan update processes in advance of  
system upgrades.  Knowledge of Munis Systems is a plus. 
 
KNOWLEDGE, SKILLS & ABILITIES: 
Working knowledge of MGL as related to municipal finance and generally accepted accounting principles. 
 
Ability to supervise and train support staff to ensure timely workflow. 
 
Must possess strong time-management skills, ability to prioritize multiple tasks, motivate others, and adjust workload 
as needed in a team environment. 
 
Highly effective written and verbal communication skills.  Demonstrated ability to effectively interact with multiple 
department heads and their staff. 
 
Ability to take initiative, adapt and work independently as the work load changes.  Self-starter, with a strong work 
ethic, who is flexible and open to change and able to work in a group or independently. 
 
Must possess strong analytical and interpersonal skills. 
 
Ability to troubleshoot issues in a professional manner as they arise. 
 
WORK ENVIRONMENT AND PHYSICAL DEMANDS: 
This job operates in an office environment, predominately seated, operating standard office equipment such as 
computers, phones, copy machines, filing cabinets, and keyboards.  The incumbent has direct and indirect contact 
with public and other city staff.  The position requires working with high volume, tight deadlines, being subject to 
frequent interruptions, and at times without direct guidance from supervisor.  While performing the duties of this 
job, the incumbent is continuously required to talk, hear, and use repetitive motions of the wrists, hands, and fingers.  
Specific vision abilities required by this job include close vision.  The incumbent will frequently stand, carry, reach, 
grip, and grasp; occasionally stoop, kneel, and crouch.  The work involves little to light physical efforts; frequently 
exerts up to 10 pounds of force and occasionally exerts up to 20 pounds of force.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions.  The noise level can vary depending 
upon daily activity, yet it will remain within moderate noise level range.  During (infrequent) key times of the year, 
employee will be required to work longer hours, evenings, and occasional weekends. 
 
Qualified applicants are encouraged to submit a cover letter, resume and three references to jobs@salem.com.  
Position is open until a candidate is chosen. 
 
CITY OF SALEM, Human Resources, Lisa B. Cammarata, Director 
98 Washington Street, 3rd floor 
Salem, Massachusetts 01970 
 
DATED: August 12, 2021 
 
The City of Salem is an Equal Opportunity/Affirmative Action Employer and does not discriminate on the basis of 
race, color, national origin, religion, gender or gender identity, familial status, disability, ancestry, age, marital status, 
public assistance status, sexual orientation, veteran history/military status or genetic information 

mailto:jobs@salem.com

