TOWN OF HIGHLAND BEACH
FINANCIAL SERVICES ANALYST
The Town of Highland Beach is recruiting for a Financial Services Analyst to join the Finance
Department. The Town is seeking a motivated and qualified professional who is a dedicated team
player, detail oriented and has well-developed problem-solving abilities. The ideal candidate
must be an excellent communicator, engaging, emotionally intelligent and exhibit the ability to
collaborate with tact and diplomacy with internal and external stakeholders.
The Financial Services Analyst reports to the Finance Director and is responsible for planning,
directing, managing, and overseeing the activities and operations of the financial and
administrative service areas, that includes but is not limited to Utility Billing, Purchasing, Contract
Administration, Payroll, Accounts Payable and Receivables and any other miscellaneous tasks as
assigned.
Qualifications: Preferred Bachelor's degree from an accredited college or university with major
course work in public or business administration, finance, human resource management or a
related field. Master’s degree from an accredited college or university in a similar field is strongly
preferred.
Experience: Two to five years of increasingly responsible, finance, or related experience,
preferably in a public agency setting.
Compensation: The current salary range for this position is $51,780-$82,848 with the starting
pay selected being commensurate with the experience and qualifications. A comprehensive
benefits package includes health, dental and vision insurance, Defined Benefit Retirement Plan
(FRS), Paid Time Off, as well as life insurance and short-term and long-term disability.
Those interested should email a copy of their resume, three professional references and a
completed Town Employment Application to:
Ms. Terisha Cuebas, Assistant to the Town Manager
Town of Highland Beach
3614 S. Ocean Boulevard Highland Beach, FL 33487
Email: tcuebas@highlandbeach.us
Phone: 561-278-4548
Deadline: Open until filled.

TOWN OF HIGHLAND BEACH
FINANCIAL SERVICES ANALYST
Department: Finance
Department Code: 001-513
Immediate Supervisor:
Finance Director
Directly Supervises:

Status: Full-Time (40 hrs/wk.)
Classification: Exempt
Pay Grade: 26
Salary Range:
Hourly:
$24.89 -- $39.83
Annually:
$51,780 – $82,848

POSITION SUMMARY:
Under the direction of the Finance Director, provides professional finance work covering
various areas of payroll, utility billing and retirement and employee insurance
administration, purchasing, risk management, budgeting, audit, special project
management and other finance department functions.
ESSENTIAL DUTIES & RESPONSIBILITIES
The following duties are typical for this classification. Incumbents may not perform all
of the listed duties and/or may be required to perform additional or different duties
from those set forth below to address business needs and changing business practices.
Utility Billing
•
•
•
•
•
•
•

Manages billing operations including accepting payments, meter reading, and
billing.
Ensures payment invoices for wastewater treatment and solid waste collection
are timely and pursuant to existing contracts and interlocal agreements.
Responds to internal and external requests for information.
Ensures all ordinances are up to date and followed that apply to the utility billing
and the Water and Sewer Funds.
Maintains detailed financial records of all revenue billed and collected for water,
sewer and garbage accounts.
Prepares statistical and/or analytical reports on operations as necessary.
Oversees and performs special account research and analysis for the
department, Town Manager and the public.
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•
•
•
•

Prepares and updates informational materials for the public related to utility
billing.
Resolves customer complaints, interpreting administrative policies and resolving
payment and service issues.
Coordinates activities between the Finance Department, Public Works
Department (DPW) and the public.
Establishes and maintains a positive customer service orientation within the
department.

Purchasing/Contract Administration
•
•
•
•
•
•
•
•
•
•

Enters purchase orders into the purchase order module, prints purchase orders
and obtains necessary approvals.
Helps department directors develop RFPs and RFQs.
Maintains master contract lists.
Assists department directs with contract administration.
Researches and prepares various reports, such as product specifications, key
metrics and other financial data.
Assists Finance Director in receiving, opening, and evaluating proposals and bids.
Assists Finance Director in developing and conducting internal procurement
training.
Assists Finance Director in organizing and conducting pre-proposal and pre-bid
conferences.
Organizes selection committees and assists with committee meetings to evaluate
bids/proposals and select a vendor.
Prepares award documents to notify vendors of successful bids; develops,
administers contracts with selected vendors; and prepares contract-related
documentation.

Payroll/Human Resources
•
•
•
•
•
•
•
•
•

Enters bi-weekly payroll information from time sheets for transmittal to payroll
processor.
Verifies accuracy of paychecks obtains appropriate signatures and distributes.
Coordinates vacation requests and sick time slips and maintains proper accrual
in employee's benefit bank.
Coordinates pre-employment drug and medical screening and new employee
enrollment.
Assists employees with insurance plan filings and questions.
Occasionally handles confidential personal and financial information.
Assists Finance Director in preparing personnel budgets for all departments.
Maintains employee payroll files.
Conducts meetings for orientation on employee benefits with new hires.
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•

Maintains all employee personnel records and works with the Clerk’s Office to
move to a paperless records file using Laserfiche.

Miscellaneous
•
•
•
•
•
•
•
•
•

Prepares and processes bi-weekly distributions for retirement plans.
Assists in preparation of annual budget.
Assists in preparation of annual audit.
Maintains supply of appropriate forms and packages relating to employee
benefits and retirement plans.
Oversees and coordinates trash and recycling services and programs.
Maintains and updates the electronic filing system on Laserfiche for the Finance
Dept.
Leads/Assist with Special Projects and Assignments as directed by the Finance
Director or Town Manager.
Works in tandem with Senior Accountant to enter accounts payable/receivables
and running checks.
Assists in development and implementation of Town policies and procedures.

MINIMUM QUALIFICATIONS
Knowledge, Skills and Abilities Requirements
•
•
•
•
•
•

Strong knowledge of governmental finance operations and purchasing.
Knowledge of applicable laws, rules, regulations and procedures in the receipt,
custody and expenditure of monies.
Ability to prepare and analyze complex financial and statistical reports.
Ability to establish and maintain effective working relationships with employees,
supervisors, Town officials and the general public.
Proficient use of Microsoft Office software applications: Word, Excel, and
Outlook.
Ability to enter, process and report financial transaction utilizing the Town’s ERP
system.

Education/Experience:
Bachelor’s degree preferred in accounting, business administration, finance, public
administration, or related field with minimum two to five years’ experience in finance
and public administration. Experience in municipal finance and Master’s degree
preferred. (A comparable amount of training, education or experience may be
substituted for the minimum qualifications.)
PHYSICAL DEMANDS/ENVIRONMENTAL CONDITIONS
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The physical demands described herein 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, talk
and hear. The employee is occasionally required to walk; use hands and fingers to feel,
handle, or operate objects, tools, or controls; and reach with hands and arms.
The employee must occasionally lift and/or move up to 30 pounds. Specific vision
abilities required by this job include close vision and the ability to adjust focus.
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.
The work is performed primarily in an office setting. The noise level in the work
environment is moderate.
SELECTION GUIDELINES
Formal application, evaluation of education, training and experience; oral interview and
reference check; job related tests may be required. The Town of Highland Beach is a
Drug Free Workplace and an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the Town will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer. Consideration for
this position requires a credit and background check.
The duties listed above are intended only as illustrations of the various types of work
that may be performed. The omission of specific statements of duties does not exclude
them from the position if the work is similar, related or a logical assignment to the
position.
The job description does not constitute an employment agreement between the
employer and employee, and is subject to change by the employer as the needs of the
employer and requirements of the job change.
POSITION HISTORY
Approved: 12/1/2021
Distributed: 12/8/2021
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