
 

 BUSINESS MANAGER 

POSITION SUMMARY 

The District Business Manager plans, develops, directs, monitors, organizes, and maintains the 
overall management of functions of the Business Office, Payroll, and Benefits to assure the 
financial well-being of the District. The District Business Manager works to provide general 

oversight to efficiently and effectively provide business services necessary to support the District’s 

mission and goals. The District Business Manager provides guidance and leadership to school and 
department administrators and supervisors in planning and implementing services and programs 

to meet the District's diverse needs. The District Business Manager contributes to the 
development of long-range goals and operating plans for the department by participating with 
other executive staff in the formulation of goals and priorities included in the District’s Strategic 

Plan. The District Business Manager assures the ethical and prudent conduct of the District’s fiscal 
affairs. The District Business Manager is a member of the district leadership team. 

 

REPORTS TO: Superintendent or Designee 
FLSA STATUS: Exempt 
Pay Range: Confidential Coordinator/Supervisor Salary Schedule 

 

REQUIRED QUALIFICATIONS 

1. Bachelor’s Degree in accounting, finance, business administration, or a related field 

2. Significant experience managing the fiscal department of an organization, public or 
private 

3. Demonstrated ability to direct and manage people in a positive, productive 
manner 

4. Knowledge of accounting principles and methods, with the ability to apply and adapt 
established methods to varied accounting transactions 

5. Experience in the use of computers and software as tools in the performance of duties 

in the business department 

6. Qualified to be bonded 
7. Ability to follow oral and written instructions 
8. Ability to effectively work and communicate with school and department personnel, 

students, families, community, and school board from diverse cultures and/or 
backgrounds 

9. Ability to work harmoniously with others 

10. Hold a valid Oregon’s driver license 
11. Proficient oral and written communication skills in English 



 

12. Proficient in the use of computer and Internet based applications, including but not limited 

to email and systems applications 
13. Ability to learn new automated systems as they are brought online by the District 

 

ESSENTIAL RESPONSIBILITY 

1. Prepares financial and budget reports, including an annual report as required by law, district 
policy, and as requested by the Superintendent (including claims for payments, 
reimbursements, pre-audit financial reports, etc.). 

2. Sign all checks and warrants for school monies drawn by order or authority of the Board. 
3. Directs and supervises the auditing of all district funds. 
4. Helps coordinate and supervise school elections and provide proper and timely notices to 

election authorities as required and publish such information. 
5. Direct the preparation of, and execute all business contracts for the school approved by the 

Board of Directors. 
6. Keep an inventory of all school properties, showing locations, description, and value of all lands, 

buildings and equipment. 
7. Administers the district's insurance programs, keeping a record of all insurance carried on the 

properties of the district and the premium dates and charges. 
8. Attend all board meetings as an advisor to the Superintendent. 
9. Processes confidential matters. 
10. Participates in the performance of the general management program by serving as a member of 

the management team. 
11. Serves as Food Service Director 
12. Serves on District Safety Committee. 
13. Responsible for investment/deposit of all District funds. 
14. Responsible for revenues and expenditures of Federal Funds (Chapter I, Chapter II, 94-142, 

Lunch Program) and related reports. 
15. Attend conferences, workshops, and administrative meetings. 
16. Must be bondable for a minimum of $100,000.00. 
17. Make periodic reports to the Education Service District Superintendent, the Oregon Board of 

Education, and other agencies as may be required by statute or administrative regulations. 
18. Performs any other duties assigned by the Superintendent. 

 

Leadership 

1. Provide leadership in the planning, development, maintenance, and implementation 
of the District wide fiscal plan as articulated in the District’s Strategic Plan goals 

2. Lead and promote educational equity based on the principle that each student 
receives what is required for them to achieve success with regard to allocation of 
resources, opportunity, treatment and access 

3. Develops inclusive policy, procedures and practices that continue to build the 
District’s structure to ensure outcomes for all students 

4. Partners with the Superintendent in leadership with the school board to gather 



 

information including board presentations and engagement with the board on 

District initiatives 

5. Gather information as needed to prepare reports and recommendations to the 
Superintendent and/or school board 

6. Develop and sustain a culture of continuous improvement related to the fiscal 

operations for the District 

7. Develops inclusive policy, procedures and practices that continue to build the 
District’s structure to ensure outcomes for all students 

8. Oversee the implementation of training and professional development related to the 

integration of new systems and tools for the schools or departments 

9. Assure the District fiscal requirements are represented in facility and instructional 
planning 

10. Direct, supervise and evaluate fiscal services including planning, accounting, 
purchasing, financial report, payroll services and fiscal record keeping 

11. Direct the preparation of long and short-term financial plans and assist other 
executive staff with planning and accomplishing the District’s goals 

12. Direct, establish and communicate budgeting procedures, exercise budget control, 
development of annual budgets, and serve as the Deputy Clerk/Budget Officer for the 

School District 

13. Direct and coordinate the timely and accurate development of District wide operating 
and capital budgets, the expenditure and auditing of all funds, and the preparation of 

financial statements, including student body accounts and any special accounts 

14. Ability to create a vision for finances in a K-12 school system 

Department and School Management 

1. Provide guidance and direction to administrators, supervisors, and staff in assigned 

areas of responsibility to consult and coordinate the development of budgets for all 

departments and schools to ensure cooperative program delivery 

2. Provide professional development regarding business services for District 
administrators, supervisors, licensed, and classified staff 

3. Provide for the inclusion of school or department needs to achieve successful 
implementation of fiscal practices that afford access for all 

Communication 

1. Provide leadership in the resolution of complex problems and issues 
2. Exhibit excellent skills in communicating with staff, students, and the community, 

within the socio-political context of the system 
3. Ensure effective two-way communication and collaboration between the Office of the 

Superintendent, departments, and schools 
4. Maintain ongoing communication and collaboration with the community, partner 

organizations, and key stakeholders 
5. Serve as a District representative in a variety of meetings to convey and receive 



 

information related to assigned projects and activities 

6. Testify on project scope and validity and communicate information for community and 
state level partnerships as necessary 

District Management 

1. Provide direction and guidance in assessing the District's needs for business 
support services and in the development, implementation, and control of plans 

and programs to meet them 
2. Provide guidance and leadership to directors, department coordinators, principals, and 

staff in assigned areas of responsibility, and consult and coordinate with other 
departments to ensure cooperative program delivery 

3. Coordinate District programs with other districts; local, State, and Federal 

agencies, and groups involved in assigned areas of responsibility 
4. Prepare and communicate necessary plans and report to the Superintendent, 

Board, and other administrators 

5. Evaluate program effectiveness as it relates to fiscal operations 
6. Coordinate investments, banking, auditing, and bond counsel with private 

contractors or agents 
7. Review all contracts, leases, sales, etc. 
8. Participate in evaluating and acquiring District properties and in developing new 

facilities 
9. Assist with collective bargaining relative to cost analyses and funding 
10. Establish and direct the maintenance of an accounting system consistent with State 

and Federal Laws, regulations, rules and District Policy 
11. Optimize interest earnings on District funds; provide analyses and forecasts of 

resources and expenditures 
12. Plan and direct bond issuance and debt management 
13. Attend meetings, prepare reports and participate with other executive staff in 

organized planning as warranted 
14. Assure a system of effective financial reporting by directing the preparation of 

regular financial reports to the Superintendent and Board of Directors 
15. Contribute to positive community relations by working closely with the citizens’ 

budget committee and other community groups, as well as, assisting the 
Communications Officer with resolution of finance related public inquiries and 

concerns 
16. Actively builds connections and participates in ongoing conversations with other 

school district finance staff and agency representatives. 

17. Actively seek ways to add value, create solutions, and problem-solve with District 
colleagues and other stakeholders, including community and school board 

 

This organization believes that every individual makes a significant contribution to our success. 
That contribution should not be limited to assigned responsibilities. Therefore, this position 



 

description is designed to define primary duties, qualifications and job scope but should not limit 

the incumbent nor the organization to the work identified. It is our expectation that every 
employee will offer his/her services wherever and whenever necessary to ensure the success of 
the District’s goals. 

WORKPLACE EXPECTATIONS 

1. Work effectively with and respond to people from diverse cultures or backgrounds 
2. Demonstrate professionalism and appropriate judgment in behavior, speech, and dress 

in a neat, clean, and appropriate professional manner for the assignment and work 
setting 

3. Have regular and punctual attendance 
4. Confer regularly with immediate supervisor 
5. Follow all District policies, work procedures, and reasonable requests by proper 

authority 

6. Maintain the integrity of confidential information relating to students, staff, and 
District patrons 

7. Cultivate and model a respectful working and learning environment 
8. Annually pass the District’s required online training by the District’s assigned due-

date 
9. Follow site and/or District protocol for reporting absences 
10. Maintain current licenses and/or certificates required for the position 
11. Utilize the District’s electronic systems and applications related to the job 

 

EMPLOYEE STATEMENT 

“I have reviewed the above position description and understand its contents. I am aware that my 

position description may be revised or updated at any time and once notified of changes, I remain 

responsible for knowledge of its contents. I hereby certify that I possess the physical and mental 

ability to fulfill the essential functions of the above position with or without reasonable 

accommodation(s). If I require accommodation(s) in order to fulfill any or all of these functions, I 

agree to provide information to the District regarding the requested accommodation(s).” 

 

 

Employee Name (print) Date 

 

 

Employee Signature Date 


