
Title: 
Building: 

Expectations: 

FRANKFORT COMMUNITY UNIT SCHOOL DISTRICT #168 
Job Description and Duties 

Director of Financial Services (12 month I 260-day position) 
Administrative Service Center 

One of the most important positions in the operation of any organization or school district is that of the 
Director of Financial Services. Knowledge and familiarity of Generally Accepted Accounting Standards, 
purchasing, bookkeeping, grant programs, human resources, payroll, and other parts of the business organization 
along with an ability to work with and serve employees and the public in a local government organization are 
just some of the areas that are keys to being successful. Professional and courteous service is needed to address 
all of the concerns staff and the public have with the financial details of this important local employer and 
educational institution. Listed below are the expected standards of performance for the Director of Financial 
Services for Frankfort Community Unit School District #168. 

Duties: 

Oversees All Business and Financial Functions including: 
> ensuring that all business operations are completed according to general accounting standards; 
> ensuring that all required federal, state, and grant program reports and applications are submitted in a 

correct and timely manner (i.e. taxes, expenditure reports, retirement accounts, insurance, ACA, etc.); 
> ensuring that all in the financial department are able to maintain the confidential employer and 

employee relationship and protect the confidential nature of Business Operations of a public body; 
> working with coordinators for Federal Title, special education, and other state and local grant pgroams; 
> being knowledgeable of all district collective bargaining agreements, contracts, and work agreements; 
> overseeing the procurement process so that all relevant rules are followed; 
> monitoring Building Activity Funds; 
> arranging appropriate training for District staff for financial matters and processes; 
> serving as School District Treasurer; 
> the recording of Deposits; 
> supporting the work of the Board of Education by providing timely financial information for Board 

Meetings, District operations, and negotiations. 

Also responsible for various other duties that may be requested by the Superintendent. 


