






















































































































































CITY OF ESCANABA 
JOB DESCRIPTION 

CITY TREASURER AND 
HUMAN RESOURCE MANAGER 

 
Title: City Treasurer and Human Resource Manager 
Department:  Administration 
Classification:  Department Head, Non-Union, Overtime Exempt 
Employment Status:  At Will 
Effective Date: 7/1/2019 

SUMMARY 
The City Treasurer and Human Resource Manager is responsible for managing the activities 
relating to the City’s revenue stream, and for safekeeping of the City’s financial assets.  The 
position is also responsible for the City’s Human Resource function, economic development 
loan programs, and the Public Safety Retirement Plan administration. 
 

SUPERVISION RECEIVED 
The Treasurer and Human Resource Manager is appointed by the City Manager and works 
under the direct supervision of the City Manager. 
 

SUPERVISION EXERCISED 
The Treasurer and Human Resource Manager directly supervises two Utility Billing Clerks, two 
Cashiers, one Meter Reader, one Serviceman, and shares direct supervision of the Executive 
Assistant.  The Treasurer and Human Resource Manager indirectly supervises other clerical 
personnel in Administrative Services. 
 

ESSENTIAL FUNCTIONS 
The following are examples of Essential Functions associated with the Treasurer and Human 
Resource Manager position.  The list below does not include all duties which the position is 
expected to perform. 
1. Manage the City’s Utility Billing Department, which is responsible for rendering billings for 

Water, Wastewater, Electric and Garbage.  Duties include management of meter reading, 
data collection, service work, shut offs, reconnects, delinquent accounts, technology and 
rate ordinance compliance. 

2. Manage the City’s Treasury Window, which receives all revenues payable to the City, 
including tax revenues, utility payments, fees, fines, electronic payments, and other 
revenues. 

3. Identify and implement processes and procedures ACH and other electronic payments. 
4. Monitor the City’s cash position, and process investment draw-downs as needed to ensure 

adequate cash balances for municipal operations.  
5. Render annual summer and winter property tax bills, which include levies for City taxes, 

County, School, ISD, DATA, Community Action Agency, Bay College, Central Dispatch, and 
Road Patrol. 

6. Serve as Administrator and Board Secretary for the City’s Public Safety defined benefit 
retirement plan.  Responsibilities include record keeping, benefit estimates, benefit 
calculations, performance reporting, monthly benefit payments, withholding, regulatory 
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compliance, monthly Board meetings, reports and presentations, oversight of audit and 
actuarial process, EDRO processing and serving as a resource to plan members and 
beneficiaries. 

7. Provide decision making support and financial analysis for bond issues and capital project 
funding. 

8. Manage all City banking and brokerage relationships.   
9. Administer the City’s economic development lending programs, and serve as the City’s 

employee liaison to the Loan Administration Board.  Duties include loan intake, credit 
analysis, loan structuring, work outs, collection, loan activity reports and presentations. 

10. Attend City Council meetings and make presentations to the City Council when requested. 
11. Prepare budgets for Utility Billing, Treasury and Human Resource departments and ensure 

compliance thereto. 
12. Prepare revenue estimates and forecasts as needed for budgeting and planning purposes. 
13. Assist the public with matters relating to utility billing and property taxation. 
14. Oversee the City’s Human Resource function which includes, union labor negotiations, 

benefits administration, workers compensation administration, regulatory compliance, 
employee recruiting, onboarding, policy formulation, discipline and discharge. 

15. Special projects, assignments and analysis as directed. 
 

QUALIFICATIONS 
1. A Four-year degree in Business Administration, Finance or Accounting is required. 
2. Business development, economic development, or commercial lending experience is 

beneficial. 
3. The position requires a strong understanding of municipal operations, specifically in the 

areas of property taxation and utility operations.  
4. Experience in a human resource role is beneficial. 
5. The Position requires a strong understanding of the regulatory environment affecting 

employers. 
6. Experience supervising employees and experience negotiating and administering union 

labor agreements is highly desirable. 
7. Must be proficient with MS Office applications, and very proficient with Excel. 
8. Must be bondable and able to pass a pre-employment background check, which includes 

an examination of one’s personal credit report. 
 

SELECTION GUIDELINES 

Selection is based on strength of resume, application and cover letter; education; experience, 

qualifications and personal interview. Performance on pre-employment aptitude tests may also 

be used as a selection criteria. 

 

PHYSICAL DEMANDS 

The Treasurer and Human Resource Manager is regularly required to ambulate, reach, walk, 

hear, sit, talk, converse with others, grasp, handle, feel, and operate office equipment.  The job 

requires close vision, distance vision, color vision, peripheral vision, and the ability to focus. The 
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employee is occasionally required to climb, balance, stoop, kneel and crouch. The employee 

regularly lifts/moves up to 30 pounds. 

 

WORK ENVIRONMENT 

Work is performed within a climate-controlled office environment, where the noise level is 

quiet to moderate.  The Treasurer and Human Resource Manager works near and around a 

variety of common office equipment, including copiers, computers, monitors, fax machines and 

phones.  As a result, the position is frequently exposed to the sounds, electromagnetic fields, 

fumes and/or chemicals commonly associated with such equipment.  

 

**************************************** 

The duties listed above are intended only as illustrations of the various types of work that may 

be performed. The omission of specific duties or working conditions does not exclude them 

from 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. 

 

Reasonable accommodations will be made to enable individuals with disabilities to perform the 

essential functions. 

 

The City of Escanaba is an equal opportunity employer 
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