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Picayune Rancheria of the Chukchansi Indians 
46575 Road 417 

Coarsegold, CA  93614 

(559) 683-6633 – FAX (559) 683-0599 
 

 
POSITION DESCRIPTION – Finance Director 

 

 

Reports To: Tribal Administrator    Department: Administration/Finance

     

Status:  Exempt     Salary Range: DOE    

 

 

Summary & Scope of Position:   
 

Under the direction of the Tribal Administrator, the Finance Director will be responsible for 

preparation of financial statements, reviewing fiscal records, monitoring financial transactions and 

providing budgetary control for assigned funds and Tribal departments.  The ideal candidate will 

demonstrate knowledge of the principles of accounting and financial administration for the PRCI, as 

well as the ability to prepare a variety of financial statements, perform analyses, make budget 

projections, and communicate effectively, both orally and in writing. 

 

Primary Responsibilities:  

   

1. Responsible for work and personnel issues in Accounts Payable, Accounts Receivable, Financial 

Accounting, and audit; 

2. Primarily responsible for the timely and accurate dissemination of financial reports to management 

and Tribal Council; 

3. Determine work procedure and identify efficiencies necessary to expedite work-flow involved in 

posting, summarizing, verifying, recording, clearing, balancing, reviewing and correcting 

transactions to result in correct and timely accounting records; 

4. Maintain and monitor the Tribe’s General ledger;  

5. Direct and review all financial work including month end packages, tax returns and ad hoc 

projects; 

6. Responsible for month end close; create, input and post journal entries; 

7. Prepare exhibits and finalize monthly financial Statements; 

8. Prepare account reconciliation and quarterly reports; 

9. Utilizing Intacct financial software, maintain and control the chart of accounts and formatting of all 

reports for financial statements and general ledger entries; 

10. Prepare Indirect Cost Proposal in cooperation with Tribal Administration; 

11. Prepare financial statements and various financial reports for Federal, State and other agencies (tax, 

insurance and other report information) as required by governmental regulations; 

12. Coordinate year-end external audit and tax compliance; 

13. Review and audit grant contracts, amendments and other documents to ensure grant compliance; 

14. Monitor and report on the status of all local, state, and federal grants; 
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15. Assist department directors with budget activity, proper expenditure coding, document preparation 

and other accounting related activities; 

16. Monitor current year budget for various Tribal departments and projects; ensure budgets and 

schedules are met; 

17. Analyze operations, trends, costs, revenue, financial commitments and obligations incurred to 

project future revenues, expenses, and cash flows; 

18. Assess, standardize and improve operational controls and costs; 

19. Manage insurance policies and relationships with external insurance vendors and credit card 

companies; 

20. Coordinate and assist Tribal Administration with the annual budget process and revise forecasts on 

an on-going, daily basis; 

21. Prepare fund balance projections and review with operating departments; 

22. Research and analyze transactions to resolve budget problems; 

23. Post, balance, and reconcile the general ledger and subsidiary accounts; 

24. Prepare and review all journal vouchers for correctness and accuracy; 

25. Provide analysis of available funds at management’s request; 

26. Review a variety of bank reconciliation’s, claims, reports and schedules for accuracy and 

completion; 

27. Cash Management; 

28. Enhance knowledge and skills in accordance with newly developed mechanisms in government 

accounting (uniform guidance, e-loccs, super circular); 

29. Ensure staffing and performance requirements are met; 

30. Financially comprehensive management of the numerous entity’s within Tribe; 

31. Perform duties of a highly confidential nature that require comprehensive knowledge of Tribal 

policies, practices and procedures; 

32. Ensure budgets, schedules, staffing and performance requirements are met; 

33. Ensure all financial policies and procedures are compliant with applicable law and are being 

followed appropriately; making recommendations for policy amendments for compliance; 

34. Budget justification Support to Tribal operations offices includes: TGC,CIHA,PRCI on a daily 

basis; 

35. Ensure Tribe complies with all legal and regulatory deadlines and requirements including tax filing 

deadlines; 

36. Performs other duties as assigned.  

 

Requirements and Qualifications:   

 

1. Bachelor’s or Master’s and/or Business Degree  in accounting or related field;  

2. Certified Public Accountant/Bondable;  

3. 10+ years related experience and/or training or equivalent combination of education and experience 

with 5-7 years management background; 

4. Knowledge of generally accepted accounting principles and practices, uniform guidance, etc.; 

5. Principles of financial administration, including budgeting and reporting; 

6. Data processing accounting applications; 

7. Modern office practices, procedures, methods and equipment; 

8. Ability to learn governmental accounting principles and practices;  

9. Analyze and interpret financial documents and reports; 

10. Prepare a variety of financial statements and reports; 

11. Perform financial analyses and budget projections; 
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12. Establish and maintain effective working relationships with others; 

13. Communicate effectively, orally, and in writing; 

14. Train and direct accounting personnel; 

15. Strong MS computer skills required; accounting software experience needed; 

16. Strong organizational and supervisory skills in managing a diverse work group; 

17. Strong technical accounting skills; 

18. Outstanding interpersonal skills and ability to interface with senior levels of management, Tribal 

Council and external auditors; 

19. Self-starter with proven ability to establish and meet goals and objectives; 

20. Must be open to change, willing to pursue new challenges and able to manage multiple priorities; 

21. Excellent communication skills with the ability to interface at all levels of management and 

personnel within other departments (encompasses verbal, written, listening); 

22. Ability to respond to common inquiries or complaints from employees, management, outside 

agencies, or members of the community; 

23. Ability to effectively present information to the Tribal Council and employees as required; 

24. Effective time management skills (schedules, timelines, task prioritization); 

25. Flexibility; ability to adapt to changing priorities and perform multiple tasks concurrently; 

26. Attention to detail and accuracy; 

27. Strong leadership, management and mentoring skills; team oriented; 

28. Strong computer skills, PC with applicable Office applications and strong internet skills; 

29. Proven capacity to build leadership teams and groups; 

30. Valid California driver’s license; 

31. Pre-employment drug screening, extensive background check, fingerprint clearance. 

 

Preferred Qualifications: 

 

 Master’s degree; 

 Exceptional writing skills, community service, public speaking, and communication skills; 

 Ability to handle multiple tasks with ease and flexibility; 

 

Indian Preference Statement: 

 

Preference will be given to qualified American Indian/Alaska Native Applicants, as provided in 

Section 7(b) of the Indian Civil Rights Act. 

 

              

(Approval Signature)                  (Date) 

 

              

(Employee Signature)      (Date) 


