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1. Primary Function: Responsible for coordinating and administering the business services, 

financial operations, facilities planning and construction, purchasing, food services, 
maintenance and building security, warehouse and transportation services in the district.  
Each responsibility area has a director/manager supervised by this position.  

 
2. Responsibilities:  
 
 2.01 Plan, coordinate and administer the functions of business services, financial 

operations, purchasing and warehouse operations, facilities planning, facilities 
construction, food services, transportation, and protection of district assets and 
property.  

 2.02 Attend board and budget meetings and facilitate and lead discussion and decision 
making about business services, finances, facilities, construction, maintenance and 
operations and related legal issues.  

 2.03 Provide the Superintendent and Board with information and data to support 
recommendations and decisions; inform the Superintendent and Board of matters 
related to financial decisions, long range planning, and protection and conservation 
of district assets. 

 2.04 Oversee the development and preparation of the annual budget for the District, 
analyze and review budget and financial data and authorize expenditures in 
accordance with the adopted budget and established limitations and safeguards. 

 2.05 Provide leadership to improve operating efficiencies that assist the district in 
identifying cost avoidances while minimizing or reducing the impact on educational 
programs. 

 2.06 Serve on the executive decision making team and Superintendent’s Cabinet. 
 2.07 Represent the district externally to media, government agencies, funding agencies 

and the general public. 
 2.08 Supervise, develop and evaluate the performance of assigned staff; interview and 

select employees; coordinate and arrange for training and management of 
subordinates. 

 2.09 Attend a variety of meetings; chair or serve on assigned committees; present to 
community groups; facilitate district budget committee meetings; and serve as a 
member of the executive cabinet for board meetings. 

 2.10 Communicate with other administrators, district support staff and contractors to 
coordinate activities, and programs, resolve issues and exchange information to 
assure effective services for the district. 

 2.11 Negotiate contracts with vendors such as auditors, bonding agents, financial 
institutions, legal institutions, maintenance, operations and insurance companies. 

 2.12 Direct and oversee the preparation and maintenance of a variety of narrative and 
statistical reports, records and files related to assigned activities, e.g. budget and 
financial report preparation, deferred maintenance, purchasing and financial audits. 

 2.13 Provide for professional growth through active membership and participation in 
professional organizations; maintain current knowledge of new district/state 
procedures and legislation related to the position. 
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 2.14 Administer, plan and direct the district maintenance and operations program; direct 

the development and implementation of short and long range plans and programs 
related to facilities. 

 2.15 Administer, plan and direct bonded and contracted projects, e.g. new construction, 
repairs, remodeling, upgrading of District facilities and the selection and evaluation 
process for related professionals and the coordination of district contracts. 

 2.16 Oversee the District food services contract for the federally subsidized breakfast 
and lunch program.    

 
 
3. Knowledge of: 
 
 3.01 Applicable Federal, State, local laws, codes regulations related to area of 

responsibility.  
 3.02 Acceptable governmental accounting and audit principles and practices and budget 

preparation.  
 3.03 Principles and practices of leadership and supervision. 
 3.04 Collective bargaining agreements and contracts.  
 3.05 School district organization, operations, and policy governance. 
 3.06 Purchasing and warehouse operations. 
 3.07 Compensation and retirement systems. 
 3.08 Facilities planning and construction. 
 3.09 Bonding and debt management. 
  
 
4. Ability to: 
 
 4.01 Interact successfully with a wide range of constituents including representatives 

from business, governmental agencies and university partners.  
 4.02 Interact with others using tact, patience and courtesy. 
 4.03 Successfully negotiate agreements on behalf of the district. 
 4.04 Participate in and provide leadership in the development of policies, procedures, 

and fiscal decisions. 
 4.05 Develop, review and approve the preparation of annual District, department and 

school budgets. 
 4.06 Interpret and apply provisions of state statute and various regulatory agencies. 
 4.07 Gather and analyze data and make appropriate fiscal and business 

recommendations to the Board, Superintendent, and Cabinet. 
 4.08 Communicate effectively both orally and in writing. 
 4.09 Read, interpret, apply and explain rules, regulations, policies and procedures. 
 4.10 Establish and maintain cooperative and effective working relationships with others.  
 4.11 Meet schedules and timelines. 
 4.12 Work independently with little direction. 
 4.13 Plan and organize work. 
 4.14 Prepare comprehensive narrative and statistical reports. 
 4.15 Make oral presentations.  
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5. Key Relationships: 
 
 5.01 Superintendent:  reports to and is supervised by.  
 5.02 Supervised the following directors, managers and supervisors:  Business/Fiscal 

Services, Payroll, Budget Analysts, Accounting, Purchasing, Facilities and 
Maintenance, Transportation, and Security of Property/Assets. 

 5.03 Cabinet:  serves as a member of the Superintendent’s Cabinet team. 
 
 
6. Education/Training/Experience: 
  
 6.01 Master’s Degree in Business, Finance, Law or Public Administration. 
 6.02 3-5 years of experience in a significant leadership/administrative role.  
 
 
7. Salary:  Range 13 on Administrative Salary Schedule.  
 
 


