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BAY DISTRICT SCHOOLS

DEPARTMENT OF HUMAN RESOURCES

JOB DESCRIPTION
TITLE: EXECUTIVE DIRECTOR for BUSINESS SUPPORT SERVICES
QUALIFICATIONS:
1.     Bachelor's Degree or higher in accounting, finance, business administration, management or related field with a minimum of ten years of progressively successful related experience in public education or private industry.

2.   
   Knowledge of state and federal laws and regulations which affect and impact the business management and finances of public education.
 PHYSICAL REQUIREMENTS: Light     
REPORTS TO: As assigned by Bay District Organizational Structure.
SUPERVISES: As assigned by Bay District Organizational Structure.
PERFORMANCE RESPONSIBILITIES:
1.
Empowers leadership to department administrators and staff within financial services to ensure that the philosophy and goals for the District School System and Florida School Board Rules are implemented and that district accountability is ensured.

2.
Assists school-based and district-level administrators as they determine and establish budget priorities.

3.
Participates in the collection and evaluation of data related to the financial status of the district so as to make informed recommendations to the Superintendent and School Board.

4.
Recommends the employment and retention of all personnel within financial services based on Bay District School Board’s Employment and Assessment Policies and Procedures.

5.
Participates with other divisions and departments in the design, interpretation and delivery of data relative to school and district budgets.

6.
Reviews job responsibilities of personnel in financial services and makes recommendations to the Superintendent and Board for the realignment of responsibilities in keeping with best business practices.

7.
Prepares, recommends and administers budgets for the assigned areas of responsibility on organizational chart.

8.
Recommends, implements and interprets policy in the area of assigned responsibility on organizational chart.

9.
Develops and implements systems for the efficient and effective delivery of services in the area of budget, finance, payroll, risk management, internal accounts auditing, purchasing, warehousing and inventory.

10.
Provides budgetary information to collective bargaining activities as needed.

11.
Provides leadership in the development of the Annual Budget for the Bay District School System.

12
Keeps the Superintendent and Board abreast of the current financial status of the district.

13.
Informs the Superintendent of current and impending legislation as it relates to the budget in the Bay District School System.

14.
Monitors all district expenditures and funding sources.

15.
Assists the Deputy Superintendent and Superintendent in the interpretation of data and business practices as documented by the financial services in the assessment of school-based administrators.

16.
Assists with the preparation of the School Board Agenda.

17.
Evaluates assigned employees using the district’s policies and procedures for employee assessments.

18.
Performs other duties as may be assigned by the Superintendent.

TERMS OF EMPLOYMENT:

1. Successful completion of State and Federal Background check is required for employment.
2. 12 months.  Paygrade as established by the School Board in Current Salary Schedule 2.

EVALUATION: Performance evaluated annually in accordance with School Board Policy.
___________________________________

              Date:  4-13-99, Revised 5-9-01, Revised 3/25/09__________ 
  Reviewed by Dept. of Human Resources

                        Adopted by Bay District School Board

Bay District Schools is an Equal Opportunity Employer

Light Work: Exerting up to 25 pounds of force occasionally and/or up to 15 pounds of force as frequently as needed to move objects.


Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently and/or up to 10 pounds of force as needed to move objects.


Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently and/or up to 20 pounds of force as needed to move objects.








