Town of
Mamaroneck new vork

Deputy Town Comptroller

* FOUNDED 1681 *

POSITION SUMMARY:

The Town of Mamaroneck is seeking a highly motivated and experienced financial professional to
serve as Deputy Town Comptroller. Reporting directly to the Town Comptroller, this leadership
position plays a key role in the Town's financial operations, budget development, accounting
functions, and internal controls.

The Deputy Town Comptroller exercises independent judgment and initiative in compiling and
analyzing financial and budget information, preparing reports for management, various municipal
agencies and the public, and assisting with the overall administration of the Comptroller's Office.
The incumbent assists in the accounting, custody, and disbursement of municipal funds and serves
as Acting Comptroller in the Comptroller's absence.

This position also assists in evaluating and improving financial processes and internal controls,
oversees daily office operations, and may supervise accounting and administrative staff.

ESSENTIAL DUTIES AND RESPONSIBLITIES:
o Assists with the review, audit, and approval of accounts payable invoices, purchase orders,
and related financial transactions.
e Reviews departmental budget requests for accuracy, completeness, and appropriate
justification.

e Assists in preparing the Town's annual operating budget, Capital Budget, Annual
Comprehensive Financial Report (ACFR), and other required financial reports and
schedules.

e DPrepares financial, budgetary, tax, payroll, and time and attendance reports for
management, elected officials, and regulatory agencies.

e Assists in monitoring departmental expenditures and budget performance throughout the
fiscal year.

e Plans, directs, and supervises various day-to-day operations of the Comptroller's Office.

e Serves as Acting Comptroller during the Comptroller's absence, exercising the authority
and responsibilities of the office as required.

e Supervises, recommends and implements improvements to financial operations, internal
controls, purchasing procedures, contract management, and other administrative
processes, including the Town’s financial system.

¢ Monitors grant revenues and expenditures, ensure compliance with federal and state grant
requirements, prepare grant reimbursement requests and coordinates grant financial
reporting and audits as required.

o Utilizes enterprise financial management software (Tyler Technologies), spreadsheets,
word processing, email, and other business applications to support financial operations.

e Performs related duties as assigned.

e Supervises accounting, payroll and clerical staff.



REQUIRED KNOWLEDGE, SKILLS and ABILITIES:

The successful candidate will possess:

e Thorough knowledge of municipal accounting principles, governmental auditing
standards, and financial reporting practices.

¢ Good understanding of municipal budgeting, public finance, and public administration.

¢ Working knowledge of New York State laws, regulations, and accounting requirements
applicable to towns.

o Ability to analyze complex financial information and prepare accurate financial reports.

e Strong organizational, analytical, and problem-solving skills.

e Ability to supervise, mentor, and develop staff while effectively managing multiple
priorities.

¢ Excellent written and verbal communication skills.

o High level of integrity, sound judgment, initiative, and professionalism.

o Proficiency with Microsoft Office applications, particularly Excel, and enterprise financial
management software such as Tyler Technologies.

o Ability to communicate effectively in English and perform the essential duties of the
position.

MINIMUM QUALIFICATIONS:
o Bachelor's Degree* in Accounting, Business Administration, Public Administration,
Finance, or a closely related field; and
o Three (3) years of progressively responsible accounting experience, including at least one
(1) year in a supervisory or administrative capacity.

*SUBSTITUTION: A Master's Degree in Accounting, Business Administration, Public
Administration or closely related field may be substituted for one (1) year of the above stated work
experience. There is no substitution for the one year of accounting** experience in a supervisory
or administrative capacity.

COMPENSATION & BENEFITS: The compensation range for the position is $120,000.00 -
$130,000.00 commensurate with qualifications and experience. The Town offers a comprehensive
benefit package that includes medical, life insurance, dental and vision coverage for individual or
family, paid vacation, sick leave, and paid holidays. Participation in the New York State Deferred
Compensation Plan and the New York State & Local Retirement System is required for full-time
employees. Additional information about the retirement system can be found at
www.osc.state.ny.us/retirement.

Please fax, mail or email your cover letter and resume by August 14, 2026 to:
Margaret Delohery
mdelohery@townofmamaroneckny.gov
Secretary to the Town Administrator
Town of Mamaroneck
7140 W. Boston Post Road
Mamaroneck, NY 10534
(914) 381-7810

(914) 381-7809 (fax)

The Town of Mamaroneck is an Equal Opportunity Employer & Prohibits Discrimination & Harassment



