
DEPUTY TOWN COMPTROLLER 

DISTINGUISHING FEATURES OF THE CLASS:  Under the general supervision of the Town 
Comptroller, the incumbent of this position is responsible for employing independent judgement 
and initiative in the compilation of budget and financial information, and the preparation of such 
information for public reports.  The Deputy Town Comptroller assists the Town Comptroller in 
the accounting, custody and disbursement of the municipality's funds and acts for and on 
his/her behalf.  The duties of this class may include internal audit work and the supervision and 
improvement of accounting systems and procedures under the supervision of the Comptroller, 
who provides guidance and advice on major questions, and gives final approval to all important 
decisions.  Supervision may be exercised over a staff of accounting and/or clerical employees.  
Does related work as required. 

EXAMPLES OF WORK:  (Illustrative Only)  

Supervises the maintenance of the budget appropriation ledger for all departments by securing 
and entering thereon the actual expenditures for all appropriations paid during the current and 
previous year; 

Reviews all departmental budget requests for proper justification; 

Assists the Comptroller with the preparation of various exhibits and schedules in the Budget 
Documents, Proposed Budget and Annual Report; 

Prepares other financial and administrative reports as directed by the Comptroller; 

Supervises the preparation and pre-audit of all payrolls; 

Conducts special studies and analyses as directed by the Comptroller, such as methods and 
procedures, and the utilization of personnel, equipment and space in the operation of the 
Comptroller's Office; 

Assists in the direction of the audit and payment of all claims against the Town; 

Assists in the preparation of the annual budget; 

Plans, directs and supervises the day-to-day operations of the Comptroller's Office; 

Assumes the duties and responsibilities of the Comptroller, acting for and on the behalf of the 
Comptroller in his/her absence; 

Uses computer applications such as spreadsheets, word processing, calendar, e-mail and 
database software in the performance of work assignments.  

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  Good knowledge of 
municipal accounting and auditing methods and procedures; good knowledge and 
understanding of public administration; some knowledge of the law as it pertains to towns in the 
State of New York; ability to organize and direct the work of others; ability to present ideas 
effectively either orally or in writing; ability to supervise the work of others; a high degree of 
integrity; ability to effectively use computer applications such as spreadsheets, word processing, 
calendar, e-mail and database software; ability to read, write, speak, understand and 
communicate in English sufficiently to perform the essential duties of the position; good 
judgment; initiative; tact; physical condition commensurate with the duties of the position. 
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MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE:  Bachelor's Degree* in Accounting, 
Business Administration, Public Administration, or closely related field and three (3) years of 
accounting** experience, one of which must have been 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.   

*SPECIAL NOTE: Education beyond the secondary level must have been awarded by a college
or university accredited by a regional, national, or specialized agency recognized as an
accrediting agency by the U.S. Department of Education/U.S. Secretary of Education.

NOTE:  Unless otherwise noted, only experience gained after attaining the minimum education 
level indicated in the minimum qualifications will be considered in evaluating experience. 

**Accounting is defined as the application of generally accepted accounting principles and 
knowledge in the recording, analysis, review and interpretation of financial data and its 
preparation, summarization and presentation in financial statements and schedules.  Its function 
is to provide quantitative information, primarily financial in nature, about economic entities that is 
intended to be useful in making economic decisions and in making reasoned choices among 
alternative courses of action. It is not the day-to-day recording, processing, review or 
reconciliation of financial transactions.  
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