ACSD


JOB DESCRIPTION

ANDES CENTRAL SCHOOL DISTRICT

POSITION: 


Business Manager
REPORTS TO: 



Superintendent, Board of Education
SCHOOL BOARD APPROVAL DATE:
February, 12, 2018





FLSA STATUS:



Exempt
TERMS OF EMPLOYMENT:  


In accordance with school calendar and board policy
EVALUATION: 



 In accordance with approved Policy
SUPERVISORY RESPONSIBILITIES:  


SUMMARY:

Responsible for promptly and consistently carrying out the instructions of the Board and Superintendent.
QUALIFICATION/BASIC JOB REQUIREMENTS:
1. HS Diploma or GED

2. BA/BS Degree in Business and/or Accounting or Associates Degree in Business and/or Accounting preferred
ESSENTIAL DUTIES AND RESPONSIBILITES: 
1. Notifies board members of all regular, special, and community meetings.
2. Attends all board meetings unless otherwise directed and keeps (in a bound volume) a permanent record of all proceedings of the Board.
3. Keeps and accurate record of all receipts and disbursements of the Board as prescribed by law.  All records shall be available for public inspection.
4. Has immediate charge of the business affairs of the Board.  Verifies all statements for payment after audit under the direction of the Superintendent.  Sees that all accounts of the Board are kept accurate and make reports as are required by law.  (Accounts include:  General Fund, Capital Outlay, Board Redemption Fund, Special Education, School lunch, Title Funds, Imprest Fund, Trust and Agency, and Petty Cash.)
5. Presents at each regular meeting of the Board an accurate financial statement of all appropriations, expenditures, and balances.
6. Prepares such reports and performs such duties as are or may be prescribed by statues, regulations of the State Board of Education, by the Board, and by the Superintendent.
7. Invests available monies.
8. Prepares cooperatively with the Superintendent an annual budget for all accounts of the District.
9. Runs payroll for the school district and keeps records of days off.  Reports quarterly unemployment and tax information to the government.
10. Responsible for federal and state grant record keeping and reimbursements.
11. Responsible for purchase orders, vouchers, and requisition maintenance.
12. Provides direct supervision of the head cook and general oversight for food service program and processes.
13. Keeps accurate records of all fixed assets.
14. Responsible for running any elections, school board or other, for the District.
15. Supervises collection of Impact Aid data, and annually submits the District’s application.
16. Submits information to the Department of Education such as Personnel Records Forms (PRF) information.
17. Oversees work of Administrative Assistants pertaining to the business office.
18. Assists with oversight of district level human resource requirements.
19. Performs other duties as assigned.
WORKING ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate to loud.  Duties are performed indoors and occasionally outdoors.  The employee must be able to work effectively with a myriad of teachers, administrators, parents, and various outside groups.
PHYSICAL DEMANDS:  The physical demands described are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit, talk, and hear.  The employee is occasionally required to stand, walk, climb or balance, stoop, kneel, crouch and crawl.  The employee must occasionally push or lift up to 50 pounds such as boxes and AV/ VCR carts.  The employee is directly responsible for the safety, well being, or work output of other people.    Specific vision abilities required by this job include close vision such as to read handwritten or typed material, and the ability to adjust focus.  The position requires the individual to meet multiple demands from several people and interact with the public and other staff.

The information contained in this job description is for compliance with the American with Disabilities act (A.D.A.) and is not an exhaustive list of the duties performed for this position.  
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