
Job Description – Director of Business Services

Qualifications:  
Associate degree required, Bachelor or Master degree preferred.  Knowledge of Public Education programs and teaching, computer and data management skills, experience in Arizona School Finance laws and regulations.  Must successfully pass a background check.

Reports to:
Superintendent

Job Goals:
To administer the business and operational affairs of the district in such a way as to provide the best possible educational services with the financial and physical resources available.

I.    Professional Responsibilities

1. Demonstrates effective team building

· Is fair and consistent in dealing with others

· Uses discretion in handling situations that require confidentiality

· Encourages and practices effective communication

· Promotes a positive climate

· Demonstrates high expectations for self and others

2. Demonstrates effective communication skills

· Uses written and oral communication professionally

· Communicates decisions in a timely manner

· Gives clear and explicit explanations

· Plans for and promotes positive public relations

3. Establishes systematic procedures for identifying and accomplishing goals

· Forecasts needs and availability of resources

· Determines priorities

· Develops goals and objectives

· Establishes timelines

· Organizes and assigns resources

· Implements established plans

· Evaluates plans

4. Provides leadership

· Initiates positive new ideas

· Provides motivation

· Assists others in the enhancement of developing individual strengths

· Participates in staff development

· Stays current in job-related activities

· Adapts to and supports change

· Demonstrates service to the school

· Demonstrates service to the community

· Keeps the Superintendent informed

5. Acts in accordance with district policies/procedures, philosophies and state/federal regulations

· Consistently follows, maintains, and conforms to district policies/procedures and state/federal regulations

· Promotes and monitors staff conformance and takes appropriate action when necessary

· Participates in the development and review of school policies and regulations

· Strives to stay informed regarding policies and regulations applicable to his/her position

· Select appropriate channels for resolving concerns/problems

· Promotes district vision, beliefs, values and mission

6. Demonstrates employee responsibility

· Is on time and well prepared

· Provides professional information to the school district as requested

· Completes duties accurately and promptly

· Encourages, models, and maintains high standards of conduct

· Attends meetings and serves on committees

· Maintains and submits required reports in a timely manner

· Promotes the belief that all students can and will learn

· Communicates effectively with parents and community

· Maintains professional relationships with colleagues, supervisors and peers

· Performs other duties as requested by the Superintendent

II.   Job Specific Responsibilities

7. Participates in District/professional meetings

· Attends conferences and seminars relevant to responsibilities

· Meets with the administrative team

· Attends certification workshops

8. Serves as a resource for business matters to the Superintendent and the Board of Education

· Attends all regular meetings of the Board of Education

· Makes recommendations to the Superintendents and Board of Education for financial planning

· Reports on monthly financial records

9. Manages District insurance policies

· Determines insurance needs

· Files all claims

· Maintains all records on insurance premiums, coverage, and claims

· Prepares agenda for, and attends, insurance meetings

· Adjusts insurance billing

· Monitors all insurance policies

· Orders insurance certificates

10. Manages budgeting tasks for District

· Makes budget revisions

· Keeps an account of financial receipts and expenditures

· Prepares month-end reconciliation’s

· Monitors payroll deposits

· Manages activity accounts in accordance with board policy

· Prepares tax reports

· Reviews cash reports and balances

· Prepares reports for students first

11. Provides required information to state and federal agencies

· Files state aid reports

· Maintains records needed for filing official reports

· Maintains Post Back County files

· Monitors packets to the county

· AFR

· Classroom Site Fund Narrative

· Impact Aid Application

12. Assists with grant writing

· Monitors funding allocations

· Cash Management

· Financial Completion

· Provide reports as requested to the Grant Writer

13. Supervises District employee matters

· Prepares unemployment claims

· Prepares quarterly reports

· Payroll back up

· Processes all state/federal reports

14. Medicaid

· Quarterly Reports of MAC – Expenditure and Certification and DSC – Certification

15. Supervise Food Service Manager

III.  Board-Adopted Goals
1. Create and support learning environments that offer opportunities for student success

2. Promote effective and proactive communication District wide

3. Identify and implement programs and ideas that attract and retain students

IV.  Site Goals

1. Accomplish site goals
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