Zachary Community School Board

Position Description

JOB TITLE:  Business Manager
REPORTS TO:  Superintendent of Schools
SCOPE OF RESPONSIBILITIES:

Leads and administers the school system’s programs of operation through all Departments.  Partner with the Superintendent in the overall coordination, planning, developing, and administration of the district’s budget. Coordinates and manages the Districts financial records in accordance with all appropriate laws and regulations.
PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:
· Recommends to the Superintendent specific policies, procedures, plans, and programs for the more efficient and effective management of district operations and budget planning, development, and administration

· Monitors new and changing laws and regulations affecting the school system and recommends accordingly

· Provides oversight of finance, payroll, accounting, purchasing, graphic arts, mail system, and the district’s health insurance program

· Collaborates with the Superintendent and staff, on delivery and processing of employee benefits and retirement

· Prepares various statistical and other reports to meet system, state, and federal requirements

· Serves as a resource to employees and the general public on operations and budget policies and procedures within the school system

· Monitor the monthly activity reports of school funds

· Coordinate work by scheduling assignments and directing the work of subordinate support staff insuring that all Accountants and/or Account Clerks’ funds are balanced and closed out properly in order to complete necessary financial reports
· Process all purchase orders

· Pay all appropriate encumbrances against the District in a timely fashion

· Prepare accurate monthly and other required financial reports

· Assist in the process of auditing the District’s accounts on an annual basis

· Provide monthly financial statements for program and building administrators

· Manage the operation of the Business Office to include the procurement of supplies and the maintenance of equipment
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PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:(con’t)
· Assist with the preparation of bidding specifications and the bidding process

· Performs other duties as assigned by the Superintendent
WORK ENVIRONMENT/WORK HOURS:

Individual is required to work in an office setting with a climate-controlled environment subject to School Board energy policy guidelines.  The length of the workday consists of hours assigned by the superintendent and could vary as the result of day/evening activities or emergencies.  In addition, job responsibilities may require work on weekends or holidays and attendance at meetings other than the location of the work site. 
COMMUNICATION SKILLS:
· Must be able to effectively communicate in English both orally and in writing.  
· Must be able to accurately compile and interpret data, summarize information, and provide reports to the Superintendent.  
· Must have ability to accurately give and receive information via telecommunication system and must be able to communicate successfully with all employees of every level and outside agencies.
EQUIPMENT USED:

Telephone, computer, 10 key adding machine by touch, audio-visual aids, copy machine, facsimile machine, calculator and any other appropriate equipment.
PHYSICAL INVOLVEMENT:
· Standing, sitting, walking, reaching, bending, lifting up to 20 pounds is oftentimes required.  
· Must be able to travel to various locations and move freely within work sites.  
· Must have sufficient visual acuity to be able to work with computer monitors, read an interpret hand written documents.

MENTAL INVOLVEMENT:
· Must understand and interpret written and verbal instructions.   
· Must be able to work independently with minimal supervision.  
· Must have the ability to maintain accurate records. 
· Must possess sufficient interpersonal skills to function compatibly with others.
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HUMAN RELATIONS INVOLVEMENT:
· Must have the ability to work under the pressure of deadlines, interruptions, and the ability to deal with other employees in such a way as to maintain their goodwill. 

· Must be able to respond positively to supervision and to accept commendations and recommendations.  
· Must demonstrate sensitivity/understanding in interpersonal relations with persons of diverse cultures/backgrounds.

MINIMUM QUALIFICATIONS:
Successful experience as a budget or fiscal officer and/or operations supervisor/manager within a public school system or business community field.  Minimum of a college degree in the field of business or related field.
TERMS OF EMPLOYMENT:
12 month employee
EVALUATION:
Shall be evaluated in accordance with the Zachary Community School Board Personnel Accountability Plan.
NOTE:  This job description is a summary of the primary duties and responsibilities of 

   the position.  It is not intended to be a comprehensive listing of all duties and 

   responsibilities.  The Zachary Community School Board reserves the right to 

   change this description at its discretion.

REVIEWED AND AGREED TO BY: 
______________________________



_____________
                     Applicant’s Signature


                                           Date
__________________________________________



Print Name

