
FORESTHILL UNION SCHOOL DISTRICT                   AR 4212.2.1 

 

POSITION: BUSINESS MANAGER  

 

DEFINITION 

Chief Financial Assistant to the Superintendent.  This job class is responsible for exercising independent 

judgment and decision making in planning and directing the accounting and budget programs of the 

District.  The job class requires in-depth knowledge of public school accounting methods and regulations 

and serves as a final point of verification for calculations and information regarding District fiscal services. 

This position is a confidential management employee with non-overtime status. 

 

DESCRIPTION OF DUTIES 

* Directs, plans and participates in the preparation of the annual budget 

* Prepares financial statements, statistical reports and data, and required State and Federal 

 financial reports and surveys. 

* Recommends to the Superintendent changes in the District rules, policies and legal 

 requirements regarding accounting programs, and implements changes after approval. 

* Communicates with and advises school principals and managers about their budgets 

* Prepares reports of all unusual accounting problems for managers and Superintendents  

* Advises District Superintendent regarding District financial status 

* Responsible for liability insurance matters 

* Prepares resolutions and financial status reports for Superintendent and the Board of 

 Trustees 

* Responsible for special funds accounting, including State construction grants and 

 Developer Fees 

* Maintains accounting records, journals, and ledgers 

* Supervises receipts and deposits with County Treasurer 

* Reconciles fund balance with monthly statements 

* Advises Superintendent on the financial status of the District's food service program 

* Performs all other duties as required by the Superintendent 

* Supervises and evaluates business office personnel 

REQUIRED QUALIFICATIONS 

* Demonstrated knowledge of accounting, fiscal planning, management, and general knowledge of 

School District operations 

* Establish and maintain cooperative relationships with those contacted in the course of work 

* Operate a computer, typewriter, adding machine, and any other machines related to the job 

* Understand and carry out oral and written directions  

* Ability to prepare and make oral presentations concerning financial summaries, analyses,  and 

reports in an accurate manner 

* Knowledgeable in use of office computer systems and programs 

* Ability to supervise personnel 

EXPERIENCE 

* Two years of college; AA Degree or equivalent, with emphasis in Accounting/Business 

* Experience in school district business 

EVALUATION 

* First year is a probationary period.  A positive evaluation at the end of the first year will result in a 

permanent status being granted. 

* The confidential personnel evaluation will be performed by the District Superintendent once a 

year. 

PHYSICAL DEMANDS AND WORKING CONDITIONS 

*  Category I (light physical effort) 

*  Position requires no extraordinary physical strength or qualifications 

* Requires only light physical functions such as: lifting and carrying an object weighing 15 to 25 lb. 

maximum 
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