
 TITLE: Bond/Fund Manager 
SUPERVISOR: Executive Director 
STARTING SALARY: DOE/DOQ 
CLASSIFICATION: Exempt 
ADOPTED: March 29, 2019 

 
GENERAL DEFINITION OF WORK 

Assists Executive Director and Chief Financial Officer in day-to-day financial activities of the Commission. Works with 
Executive Director and others as necessary to coordinate Commission related financial activities for the issuance of 
public debt or securement of grants or loans for authorized projects or programs. Analyzes and assists in financial 
planning and execution of the Commission’s short and long-range debt strategy in order to maintain the financial 
integrity and credit rating of the HRTAC. Responsible for reviewing and analyzing debt programs, planning and 
coordinating all financing, administering related activities, and advising professional staff on debt issues and revenue 
collections. Ensures compliance with regulatory requirements, including the preparation of material for annual 
continuing disclosure reporting for bonds.  
 
The intent of this job description is to provide a representation of the types of duties and responsibilities that will be 
required of positions given this title and shall not be construed as a declaration of the total of the specific duties and 
responsibilities of any particular position. Employees may be directed to perform job-related tasks other than those 
specifically presented in this description. 
 
ESSENTIAL FUNCTIONS: 
 
Establishes a chart of accounts as deemed necessary to record current and future revenue receipts and debt 
transactions in accordance with designated waterfall processes. 
 
Records monthly Hampton Roads Transportation Fund (HRTF) revenues received, income and expenses; prepares 
the monthly HRTF financial report. 
 
Reconciles balances and prepares the monthly bank balances report and accounting reports. 
 
Maintains recording of bond proceeds, premiums and issuance cost in the accounting records. 
 
Determines the cash and investment accounts required to properly account for the proceeds.  
 
Meets with HRTAC and HRPDC management, financial advisors, and counsel as deemed necessary to assist with 
accounting issues. 
 
Assists with budget preparation. 
 
Coordinates and attends meetings as necessary. 
 
Obtains the necessary approvals and executes bank transfers and electronic payments per bond indenture 
documents and capital project invoices. 
 
Reviews and analyzes cash flows, and other related debt information to ensure management and conformance to 
guidelines, rules, and regulations. 
 
Assists Executive Director in creating, evaluating and recommending debt management policies to ensure financial 
integrity in the HRTAC’s bonding program. Evaluates financial trends to monitor the organization’s credit rating and 
fiscal health by researching and analyzing historical trends and projecting trends. 
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Advises professional staff on debt issues. 
 
Maintains industry knowledge for the latest trends, online sales, and other debt information. 
 
Prepares economic reports and models for debt analysis, projections, and presentations. 
 
Assists with payroll and accounts payable. 
 
Assists with the development of new methods of debt analysis. 
 
Assists with the preparations for the annual financial audit and the preparation of reports for the Comprehensive 
Annual Financial Report (CAFR). Prepares work papers, financial reports, notes schedules and analysis necessary 
for the annual audit. 
 
KNOWLEDGE, SKILLS & ABILITIES 
 
Ability to synthesize or integrate analysis of data or information to discover facts or develop knowledge or 
interpretations; changes policies, procedures, or methodologies based on new facts, knowledge, or interpretations. 
 
Ability to develop comprehensive reports using internal and external data. 
 
Ability to negotiate and exchange ideas, information, and opinions with others to formulate policy and programs or 
arrive jointly at decisions, conclusions, or solutions. 
 
Requires use of initiative and independent judgment; proactively uses creative problem-solving skills to gather 
relevant information to solve less well-defined practical problems. The ability to work both independently and 
collaboratively is required. 
 
Must be able to conduct oneself in a professional manner, be appropriately respectful of the rights of others in the 
workplace and work cooperatively with co-workers, supervisors, localities and vendors. 
 
Ability to create, evaluate and recommend debt management policies.  Ability to evaluate evolving financial and 
economic trends. 
 
Ability to assist executive and senior management by constructing sensitive documents and correspondence, 
producing special research reports, serving as liaison on internal and external issues, participating in special 
meetings and coordinating various projects. 
 
Knowledge of preparation of bond documents, which includes official statements, presentations to rating agencies, 
closing papers and certificates, etc.  
 
Ability to thoroughly and accurately analyze data, prepare reports and/or correspondence. 
 
Knowledge of modern principles and practices of financial and public administration.  
 
Knowledge of fiscal planning and formulation of policy. 
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HRTAC is an Equal Opportunity Employer. It is the policy of HRTAC to maintain and promote equal employment opportunities for all employees and 
applicants for employment without regard to race, color, national origin, sex, age, ethnicity, religion, political affiliation, disability or other non-job 
related factors. HRTAC will provide reasonable accommodations to qualified individuals with disabilities. Prospective and current employees are 
invited to discuss accommodations with management. 

 

 
Knowledge of specialized theories and techniques of financial analysis and research methods 
 
Knowledge of debt management and administration; familiarity with municipal bonds and TIFIA loans is desirable. 
 
Knowledge of accounting principles and procedures. 
 
EDUCATION & EXPERIENCE 
 
Bachelor’s Degree in either Finance or related field, with five to seven years of progressively responsible experience. 
A Master’s Degree and/or CPA, Governmental Finance Officers Association (GFOA) Debt Management and/or Public 
Finance Officer certification preferred. 
 
ADDITIONAL STANDARDS NEEDED FOR ESSENTIAL JOB FUNCTIONS 
 
The below stated working conditions are intended to provide a general overview of the environmental conditions 
inherent in the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title 
 
Physical Requirements: Must be physically able to operate a variety of automated office machines which includes 
computer and related machines. There will be occasional walking to and from offices, intermittent stooping and 
bending at files. The ability to sit for extended periods of time in meetings and in performing daily tasks while sitting at 
a desk and/or in front of a computer are also requirements for this position. 
 
Numerical Aptitude: Requires the ability to utilize complex mathematical formulas in order to compute complex 
financial formulas involving accrued interest and yield. 
 
Writing Ability:  Work requires the ability to write letters, management responses, transmittal letters, contracts, 
research and technical analyses, correspondence and reports. 
 
Reading:  Requires the ability to read legal documents, federal, state and local regulations and manuals, grants, 
correspondence, contracts and other documentation. 
 
Sensory Requirements:  Requires normal visual acuity and field of vision, hearing and speaking. 
 
Mental Requirements:  Uses advanced professional level work methods and practices in the analysis, coordination 
or interpretation of work of a professional, fiscal, legal, or managerial nature and formulates important 
recommendations or makes technical decisions that have an organization wide impact; requires sustained, intense 
concentration for accurate results and continuous exposure to unusual pressure. 


