
MODESTO CITY SCHOOLS 
 

Job Description 
JC# 0089 

ASSOCIATE SUPERINTENDENT, CHIEF BUSINESS OFFICIAL, BUSINESS SERVICES 
 
 
OVERALL RESPONSIBILITY 
 
Under general direction, provide leadership and assume management responsibility for all business services 
operations of the District including planning, fiscal management, facilities, data processing, maintenance and 
operations, food services, purchasing, transportation, warehousing, duplicating, and energy control. 
 
 
SPECIFIC RESPONSIBILITIES 
 
1. Assume designated responsibilities across division lines at the direction of the Superintendent. 
 
2. Provide leadership in the development of business services that will support the basic educational program of 

the District. 
 
3. Develop, evaluate and make recommendations to the Superintendent regarding policies and regulations 

governing the operation of all business services. 
 
4. Provide leadership for a positive financial management control operation which, to the extent permitted by the 

Education Code and other external rules and procedures, establishes a sound basis for professional management 
of all income and expenditures of the District. 

 
5. Supervise the preparation and submission of all necessary reports required for reimbursement to the District of 

monies from appropriate Federal, State and local government agencies. 
 
6. Provide direction and supervision over the development and monitoring of the District's budgets. 
 
7. Provide direction and supervision over the District's accounting and payroll functions. 

 
8. Provide direction and supervision over the District's facilities and planning operations including 

enrollment/growth projections and staffing allocations. 
 
9. Provide direction and supervision over the District's purchasing, warehousing, inventory control and 

duplicating operations. 
 
10. Provide direction and supervision of the District's transportation, maintenance and operations, food services 

and energy control functions. 
 
11. Provide direction and supervision regarding school construction and expansion. 

 
12. Provide direction and supervision regarding the classification, storage and destruction of District records. 

 
13. Serve as a member of the Superintendent's Cabinet. 
 

14. Assist in the selection, orientation, supervision and evaluation of personnel. 
 

15. Establish and maintain cooperative relationships with those contacted during the course of work. 
 

16. Perform other related duties as assigned. 
 
 
WORK YEAR 
 
Approved days as specified by individual contract. 
 



ASSOCIATE SUPERINTENDENT, CHIEF BUSINESS OFFICIAL, BUSINESS SERVICES (continued) 
 
 
SALARY 
 
By individual contract. 
 
 
QUALIFICATIONS 
 
 Knowledge/Ability 
  Minimum Requirements: 
   Knowledge of and ability to apply management, budgeting and contract administration principles and 

practices. 
   Knowledge of and ability to apply effective supervision techniques. 
   Knowledge of and ability to apply problem solving processes and techniques. 
   Knowledge of demographics and school planning, including school construction. 
   Knowledge of purchasing and warehousing principles. 
   Knowledge of data processing operations applicable to business division needs. 
   Knowledge of and ability to apply public finance and investment strategies. 
   Knowledge of and ability to apply basic school accounting and financial management principles. 
   Ability to understand and implement complex oral and written directions given in English. 
   Ability to compose clear, complete and concise correspondence and reports independently using correct 

grammar, syntax, punctuation and spelling. 
  
 Experience 
  Minimum Requirement: 
   Five (5) years experience in business division level administrative position. 
 
 Education/Credential 
  Minimum Requirements: 
   Administrative Services Credential or 
   Any combination of training/education and experience equivalent to a graduate degree from an accredited 

college/university with emphasis in business administration.  
 
 
REPORTS TO: 
 
Superintendent 
 
 
 
Cabinet Approved:  8/17/10 
Board Approved:  8/23/10       


