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JOB TITLE: Director of Budget and Compliance STATUS: Exempt 
 
REPORTS TO: Chief Financial Officer TERMS: 230 days/ Non-Contractual 
 
DEPARTMENT: Business Office PAY GRADE: AB105 
 
 
PRIMARY PURPOSE: 

 Directs all aspects of the District’s budget, collaborating with stakeholders in the development, 
coordination and monitoring of the District’s budget; and ensuring compliance with policies, procedures, 
regulations and statutes.  Manage District investments to ensure safety, liquidity and competitive yields. 

 
QUALIFICATIONS: 
Education: 

Bachelor’s Degree in Accounting, Finance, or Business related field 
Master in Business Administration or Certified Public Accountant (preferred) 
TASBO Certification (preferred) 
 

Special Knowledge/Skills: 
Strong knowledge of accounting principles including the understanding of the general ledger, cash 
management, investments, budget process, purchasing, accounts payable, inventory, fixed assets, and 
PEIMS reporting.  
Knowledge of the MUNIS software system (preferred) 
Strong knowledge of computer programs/technology; including advanced excel skills (advanced formulas, 
pivot tables, macros) 
Effective verbal and written communication skills 
Ability to interpret policy, procedures and data 
Ability to coordinate projects and programs and organize, multi-task, and plan work to meet deadlines 
Ability to analyze data and provide recommendations 
Ability to develop and maintain effective working relationships 

 
Experience: 

Five years of job-related experience in governmental accounting, budgeting, auditing, and/or business 
office procedures with a minimum of two years in school finance experience required.  
Managerial/supervisory experience preferred. 

 
MAJOR RESPONSIBILITIES AND DUTIES: 

1. Assist the CFO in the preparation and administration of the District’s budget and development of long- and 
short-term objectives. 

 
2. Coordinate all aspects of the annual budget, including the development of budget and tax calendars, budget 

instructions manual, budget meetings, presentations and materials, and providing budget training and 
support to all campus and department staff  

 
3. Analyze financial information and monitor budget allocations, expenditures, revenues, fund balances and 

related financial activities to provide leadership to achieve cost-effective practices throughout the district, 
ensure that allocations are accurate and operations are within budget, budgeted expenditures for special 
programs are in compliance with state mandated requirements, revenues are recorded, funds are being 
maximized, and fiscal practices are being followed. 

 
4. Work with CFO and district personnel to project student enrollment and assist in conducting a needs 

assessment of the district, including staffing needs, building and facility needs, energy needs, capital 
equipment needs and other cost items for district and individual school improvement. 

 
5. Assist with administration of the business office budget and ensure that programs are cost effective and 

funds are managed prudently. 
 

6. Develop, implement and monitor the cash investment program in compliance with the board approved 
investment policy and requirements of the Public Funds Investment Act; including the establishment of  
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procedures to safeguard the management of funds invested on behalf of the district and the preparation of 
quarterly investment reports 

 
7. Adhere to all legal requirements regulating bank depository bids and contracts and examine safekeeping 

receipts of pledged securities to make sure district’s deposits are adequately secured at all times. 
 

8. Develop and monitor monthly cash flow projections for the District’s general fund. 
 

9. Process district's debt service requirements 
 

10. Research and test system upgrades to the financial software of the business office in order to identify 
potential problems for users of the system and coordinate user access to all modules.  

 
11. Assist during audits conducted by oversight agencies and external auditors and develop financial 

information for submission of data to TEA and ensure compliance with guidelines. 
 

12. Evaluate accounting and financial procedures and processes, systems, and internal controls and 
recommend, initiate, and implement new initiatives, including electronic workflow systems and establish a 
framework of continuous improvement. 

 
13. Pursue all relevant financial awards and programs to enhance and promote the financial transparency and 

financial effectiveness of the District, including the development and submission of an annual budget book 
to GFOA and ASBO that will assure an award of excellence and assisting with the development of the 
District’s CAFR and PAFR. 

 
14. Research financial topics and related legal issues to evaluate compliance requirements and potential 

implications on district operations. 
 

15. Demonstrate behavior that is professional, ethical and responsible.  
 

16. Perform other duties as assigned.  
 
Mental Demands/Physical Demands/Environmental Factors: 
Tools/Equipment Used: Standard office equipment including personal computer and peripherals 
Posture: Prolonged sitting; occasional bending/stooping, pushing/pulling, and twisting 
Motion: Repetitive hand motions, frequent keyboarding and use of mouse; occasional reaching 
Lifting: Occasional light lifting and carrying (less than 15 pounds) 
Environment: May work prolonged or irregular hours; occasional districtwide and statewide travel 
Mental Demands: Work with frequent interruptions; maintain emotional control under stress 
  
 
The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 
exhaustive list of all responsibilities, duties and skills that may be required. 
 
I have read and understand the responsibilities and duties of this position as outlined above. 
 
______________________________________ 
Printed Name 
 
______________________________________ 
Signature 
 
_____________________________________ 
Date 
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