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RECOMMENDED QUALIFICATIONS:
1. CPA or Master’s Degree 
2. Experience in school finance and accounting functions as well as some operational aspects of a school district
3. Professional Educator License with Chief School Business Official (CSBO) endorsement (optional)*
4. Certified Administrator of School Finance and Operations (SFO) (optional) (This is a new certification from ASBO International that will become more prevalent in the future.) 

RESPONSIBILITIES:

1. Financial Planning & Budgeting
a. Plan, develop, organize, implement, direct and evaluate the District’s fiscal function and performance.
b. Plan, coordinate and direct the District’s budget development activities and budget administration process.
c. Continually improve the budgeting process through education of building and district management on financial issues impacting budgets.
d. Prepare enrollment projections, long-range plans and projections pertinent to the financial needs of the district.
e. Optimize the handling of bank and deposit relationships and initiate strategies to enhance cash position and ensure appropriate investment of school district funds as provided by School Code and Board of Education policy.
f. Supervise the preparation of all claims for reimbursement from local, state and federal agencies as they apply to areas of responsibility.
g. Administer the continuous maintenance of property records.
h. Direct and implement an effective system of internal financial controls.
i. Coordinate the annual financial audit.
j. Oversee the maintenance of finance and business records, reports and district files as determined by district policies and state laws.
k. Insure district compliance with pertinent state and federal regulatory programs (i.e. AHERA, ADA).

2. Accounting & Finance Systems
a. Ensure that accounting procedures meet state requirements and direct the administration of all accounting records 
b. Payment of bills and other accounts payable; the preparation of payrolls; the receiving and custodianship of cash receipts; and the preparation of all financial reports.	
	
3. Purchasing and Supply Management
a. Ensure all purchasing, receipt, storage and distribution of supplies and equipment for all funds.
b) Develop specifications and let bids as directed by Illinois School Code and Board of Education policy.






4. Personnel Administration
a. Supervise and evaluate Business Office personnel and budget.
b. Plan for continual improvement of the efficiency and the effectiveness of the group as well as provide individuals with professional and personal growth.
c. Oversee the district’s employee benefit program, including the district self-insurance program for medical/dental, workers compensation, life and disability insurance.

5. Insurance
Manage the district conventional insurance program for property, liability, auto and buses. 

6. General Administration
a. Operate within the policies of and implements regulations developed by the District. 
b. Establish annual personal and professional development goals focused upon effective leadership characteristics and specific job performance target areas; 
c. Participate in workshops, conferences, and/or other activities designed to maintain knowledge and skills regarding educational management, employee supervision and other matters pertaining to effective management. 
d. Develop policies relating to financial management. 
e. Perform additional duties and responsibilities as assigned by the Superintendent of Schools.
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*Note: To comply with recent TRS Guidelines, please add /CSBO to the title of any position requiring a CSBO endorsement.
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