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JOB TITLE: Chief Financial Officer    STATUS: Exempt 

 

REPORTS TO: Superintendent    TERMS: 230 Non-contract 

          

DEPARTMENT: Business Office    PAY GRADE: AE111 

 

 

PRIMARY PURPOSE: 

 Direct and manage the operation of all financial and business affairs of the district including budgeting, 

 accounting, payroll, purchasing, tax collection, and cash management. Provide managerial direction and 

 coordination under board policy guidelines to several key district functions. Serve as the chief financial 

 adviser to the superintendent and board of trustees. 

 

QUALIFICATIONS: 

 

Education:   
 Business/Accounting degree 

 CPA license preferred 

 TASBO Certification preferred 

 

Special Knowledge/Skills: 

 Advanced technical knowledge of school finance, budgeting, accounting systems, and economics 

 Strong communication, public relations, and interpersonal skills 

 Working knowledge of school finance system 

 Ability to use personal computer and software to develop spreadsheets, perform data analysis, and do word 

 processing 

 Ability to interpret policy, procedures, and data 

 Ability to manage budget and personnel 

 Ability to coordinate district functions 

 

Experience: 
 Five years experience in school finance or related field 

 

MAJOR RESPONSIBILITIES AND DUTIES: 
 

 1. Ensure that business operations are supportive of the instructional goals and objectives of the 

district and the attainment of the campus performance objectives (academic excellence indicators). 

 

 2. Develop long and short range objectives and goals for the business operations of the school 

district. 

 

 3. Ensure that sound communication techniques are understood and used by business office 

employees in their contact with staff, community, media and the board. 

 

 4. Develop and maintain staff morale with employees in the district. 

 

 5. Keep the superintendent informed on the business affairs of the district. 

 

 6. Work with district personnel in projecting student enrollments, staffing needs, building and 

facilities needs, energy needs, capital equipment needs and other cost items for district and 

individual school improvement. 

 

 7. Develop training options and/or improvement plans to ensure the best operation in the area of 

business operations. 

 

 8. Evaluate job performance of employees to ensure effectiveness. 
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 9. Direct and manage business operations of the district including purchasing, accounting, data 

processing, maintenance programs, tax collections, budget hearings, bond issues, debt 

management, and investment programs. 

 

 10. Ensure that programs are cost-effective and funds are managed prudently. 

 

 11. Provide leadership to achieve cost-effective practices throughout the district. 

 

 12. Compile district, campus and program budgets and cost estimates based upon documented 

program needs. 

 

 13. Compile, maintain and file all reports, records and other documents required. 

 

 14. Perform other duties as may be assigned . 

 

WORKING CONDITIONS: 

 

Mental Demands: 
Ability to communicate effectively (verbal and written); interpret policy, procedures, and data; coordinate 

district functions; maintain emotional control under stress 

 

Physical Demands/Environmental Factors: 
Occasional district and statewide travel; occasional prolonged and irregular hours; steady phone 

interactions; moderate standing, walking and bending; occasional lifting up to 35 lbs. 

 

 

 

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 required for this position as outlined above. 

 

 

_________________________________ 

Printed Name 

 

 

________________________________                                                                                         

Signature 

 

 

_________________________________ 

Date 

                                                                                  
 


