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POSITION TITLE: Executive Director of Business Services 
 
F.L.S.A: Exempt 
 
QUALIFICATIONS: A Bachelor’s degree from an accredited 

college or university with a major or 
specialization in accounting or CPA is required. 

 At least three years of accounting experience 
in a business or governmental organization is 
preferred. 
Possession of the knowledge, skills, abilities, 
and physical attributes necessary to perform 
the essential functions of the position 
Such alternatives to the above qualifications as 
the Board may find appropriate or acceptable. 
Desire to continue career improvement by 
enhancing skills and job performance 

 
REPORTS TO: Superintendent 
 
TERMS OF EMPLOYMENT: 260 days, 8 hours per day, with benefits 

according to Board policy.   
  
 
JOB GOAL:  To develop and implement the accounting procedures used to record 
all financial transactions of the school district. 
 
ESSENTIAL JOB FUNCTIONS: 
 
1. Formulate and implement accounting procedures that are in compliance with 

state and federal regulations and Board policies. 
2. Evaluate the system of internal control and make any changes recommended by 

the district auditor and Governmental Accounting Standards Board. 
3. Keeps abreast of federal and state regulations regarding school districts, 

including categorical aid programs and the standards for audits. 
4. Prepares monthly and annual financial reports; including proof of cash analysis, 

control and documentation of cash receipts and disbursements. 
5. Performs analytical review of general ledger accounts; including bond funds, 

payroll records, food service funds, and student activity accounts. 
6. Reconcile all bank accounts on a monthly basis and make recommendations for 

the timing on investment of funds. 
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7. Provides assistance to the superintendent in the review of budget variances, 
cash forecasts, and analysis for the preparation of the annual budget. 

8. Prepare and balance payroll information.  
9. Complete monthly, quarterly and annual reports for taxes, unemployment, 

retirement, etc. 
10. Purchasing agent for the district. 
11. Reconcile P-Cards. 
12. District budget development and oversight including setting tax rate and state 

formula calculations. 
13. Calculate salaries & insurance information for salary projections and negotiations 

each year for each pay type – teachers, administrators, classified, custodians, 
food service. 

14. Use salary projections for budget preparations each year – salary, insurance, 
retirement, FICA, Medicare. 

15. Supervise the administration of all payrolls. 
16. Ensure that year end tax information is submitted to the IRS and employees 

(FICA, Medicare, PSRS, and PEERS). 
17. Reconcile PSRS & PEERS contributions with payroll.  
18. Consistent and regular attendance is an essential function of this position. 
19. Supervise business office staff. 
 
OTHER JOB FUNCTIONS: 
 
1. Provides phone coverage as needed and answers phone in a pleasant respectful 

manner and routes calls to appropriate personnel. 
2. Operates personal computer and peripheral equipment, photocopier, and other 

office equipment with high degree of skill. 
3. Greets visitors and clients in a pleasant respectful manner and responds to 

inquiries in a timely manner. 
4. Demonstrate professionalism and appropriate judgment in behavior, speech, 

dress, and appropriate professional manner for the work setting.  
5. Maintains strict confidentiality. 
6. Demonstrates effective human relations and communication skills.  
7. Adheres to good safety practices. 
8. Adheres to all district rules, regulations, and policies. 
9. All other duties as required or assigned. 
 
PHYSICAL DEMANDS: 
 
While performing the duties of this position an employee is regularly required to sit, 
talk and hear.  The employee is frequently required to walk and use fingers.  The 
employee is occasionally required to stand, reach and bend and lift and carry up to 
ten pounds.  The employee must have the ability to lift 40 lbs to shoulder height 
occasionally. Close vision ability to look at a computer screen for long periods of 
time is required.  
 
CONDITIONS AND ENVIRONMENT: 
 
The environment is consistent with a typical office/school environment. 


