
EVERGREEN ELEMENTARY SCHOOL DISTRICT

CHIEF BUSINESS OFFICER
BASIC FUNCTION:

Under the direction of the Superintendent, administer the business and support services of the District according to the policies of the Board of Trustees and in accordance with State and Federal regulations/guidelines related to school finance; provide leadership in business and planning to provide the optimal educational support with the financial, human and technical resources available; supervise and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:

Administer the business and support services of the District including accounting, accounts payable, attendance, budget, data processing, distribution services, fiscal projects, food service, insurance, inventory, maintenance and operations, payroll, planning, purchasing, State/Federal projects, transportation, and warehouse functions.

Direct and coordinate preparation of the annual budget for approval and adoption by the Board of Education and administer the District’s financial program within its framework and legal requirements.

Provide advice and counsel to the Board of Trustees, Superintendent, management team, site administrators and others on all matters relating to business services functions of the district.

Assure compliance with the policies of the Board of Trustees and in accordance with State and federal guidelines related to assigned areas.

Provide leadership in business and planning to provide optimal educational support with the financial, human and technical resources available.

Train and evaluate the performance of assigned staff: interview and select employees and recommend transfers, reassignment, termination and disciplinary actions; respond to employee complaints and grievances within assigned support services departments.

Supervise the management of the financial activities of the District; administer budget development and long-range financial planning to support the District’s Strategic Plan.

Perform the duties of the Director of Fiscal Services, in the absence of the position.  

Implement Board policies and decisions related to assigned areas of responsibility including legislation affecting school district services.

Direct accounting operations; administer and supervise accounting for District money and credit transactions; facilitate the preparation of the annual District audit and other audits authorized by the Board; supervise the collection, safekeeping and distribution of funds.

Develop and prepare the annual preliminary budget for Business and support services; analyze and review budgetary and financial data; control and authorize expenditures in accordance with established limitations.


Provide the necessary information and professional growth and development opportunities 

to support services staff; develop, implement and supervise periodic performance appraisals of support services staff.

Administer a computerized budget central system and recommend improvements to the system as  appropriate.

Provide technical expertise, information and assistance to the Superintendent regarding assigned functions; assist in the formulation and development of policies, procedures and programs, advise the Superintendent of unusual trends or problems and recommend appropriate corrective action.

Plan, organize and implement long and short-term programs and activities designed to develop assigned programs and services

Direct the preparation and maintenance of a variety of narrative and statistical reports, records and files related to assigned activities and personnel.

Communicate with other administrators, personnel and outside organizations to coordinate activities and programs, resolve issues and conflicts and exchange information.

Supervise the conduct of school elections, bond elections, and other local, State and Federal elections according to established policies and procedures.

Assist the negotiations process with employee groups as directed by the Superintendent and the Board.

Operate a computer and assigned software programs; operate other office equipment as assigned.


Attend and conduct a variety of meetings as assigned.


Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF: 

Planning, organization and direction of various business and support services areas, applicable laws, codes, regulations, policies and procedures related to assigned areas.  

Budget preparation and control.


Oral and written communication skills.


Principles and practices of administration, supervision and training.


Interpersonal skills using tact, patience and courtesy.


Operation of a computer and assigned software.


ABILITY TO:

Administer the business and support services of the District according to the policies of the Board of Trustees.


Assure compliance with the State and federal guidelines related to school finance.

Provide leadership in business and planning to provide the optimal educational support with the financial, human and technical resources available.


Train and evaluate the performance of assigned staff.


Communicate effectively both orally and in writing.


Interpret, apply and explain rules, regulations, policies and procedures.


Establish and maintain cooperative and effective working relationships with others.


Operate a personal computer and assigned office equipment.


Analyze situations accurately and adopt an effective course of action.


Meet schedules and timelines.


Work independently with direction from the Superintendent.


Plan and organize work.


Prepare comprehensive narrative and statistical reports.


Direct the maintenance of a variety of reports and files related to assigned activities.

EDUCATION AND EXPERIENCE:

Any combination equivalent to:  bachelor’s degree in business administration, finance or related field and five years of increasingly responsible professional accounting and business experience in a school district or public agency, including, three years in a managerial capacity.

LICENSES AND OTHER REQUIREMENTS:


Valid California driver’s license.

WORKING CONDITIONS:


ENVIRONMENT:


Office environment; subject to constant interruptions


Driving a vehicle to conduct work.


PHYSICAL DEMANDS:


Hearing and speaking to exchange information and make presentations


Dexterity of hands and fingers to operate a computer keyboard.


Seeing to analyze and assure accuracy of reports and documents.


Sitting or standing for extended periods of time.


HAZARDS:


Contact with dissatisfied or abusive individuals

Work Year:
220 days

Salary:

Competitive and Negotiable
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