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JOB TITLE: Director of Finance STATUS: Exempt 

 

REPORTS TO: Chief Financial Officer TERMS: 230 days/ Non-Contract 

 

DEPARTMENT: Business Office PAY GRADE: AB105 

 

 

 

PRIMARY PURPOSE: 

Responsible for supervising, coordinating, and/or performing the functions of payroll, treasury, debt 

management and cash handling.  Responsible for the preparation of the annual budget salary and benefit 

scenarios.  Assist the Chief Financial Officer with special projects and automating business functions. 

 

QUALIFICATIONS: 

Education: 

Bachelor’s in accounting or business-related field required 

Master’s or CPA preferred 

TASBO Certification preferred 

 

Special Knowledge/Skills: 

Strong knowledge of accounting principles, governmental accounting, and the Texas Education Agency 

(TEA) Financial Accountability Systems Resource Guide (FASRG)  

Strong knowledge and understanding of public-school finance 

Knowledge of the MUNIS software system 

Strong knowledge of computer programs/technology; including advanced excel skills 

Effective verbal and written communication skills to maintain effective working relationships 

Ability to interpret policy, procedures, and data 

Ability to coordinate and present projects. Organize, multi-task, and plan work to meet deadlines 

Ability to analyze data and provide recommendations 

 

Experience: 

Three-five years’ successful administrative experience in public school accounting, auditing, or other 

governmental accounting 

 

MAJOR RESPONSIBILITIES AND DUTIES: 

1. Evaluate assigned staff in areas of supervision. 

2. Oversee payroll operations, including the accounting interface of payroll to the general ledger and 

depository bank. Ensure staff salaries are paid accurately and timely, deductions are properly reported 

and paid, and timely compliance with IRS, TRS, and other agencies reporting requirements.  

3. Coordinate with Human Resource Services to ensure the accuracy of benefit deductions, 

unemployment and workers’ comp charges, and compliance with IRS reporting requirements.   

4. Collaborate with Human Resources staff to calculate salary and benefit scenarios; lead the 

development, monitoring and maintenance of the district’s annual budget for salary and benefits; and 

ensure proper budget and PEIMS code assignment of all positions. 

5. Assist the Chief Financial Officer in developing the budget and capital needs of the district and 

performing extensive managerial financial accounting analysis on a variety of functions.  

6. Provides direction and supervision for all cash management activities. 
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7. Coordinate the submission of financial documents for bond sales and or/refundings, ensure 

compliance with reporting requirements, and issue debt service payments. 

8. Manage the treasury function of the district, including the preparation of investment reports, 

compliance with board policy requirements, and serving as an investment officer. 

9. Responsible for the District’s activity fund processes. 

10. Prepare and provide resources and support to principals regarding their interaction with PTO/PTA 

and Booster Club organizations. 

11. Serve as the district’s liaison with FEMA, TDEM, insurance agencies, and other entities in managing 

the recovery of District assets and resources.  Plan, organize, and coordinate with other departments 

to submit required documentation and ensure recovery of funds due to unforeseen events. 

12. Evaluate all Business Office accounting, purchasing and financial procedures and processes, systems, 

and internal controls and recommend, initiate, and implement new initiatives, including electronic 

workflow processes to expedite the flow of business office functions to include areas not directly 

under supervision. Research and test system upgrades to the financial software to identify potential 

problems and coordinate user access to all modules.  

13. Stay current regarding changes in accounting pronouncements, state and federal laws and practices 

pertaining to school finance and payroll through continuing education from professional publications 

and attendance at professional meetings and workshops. 

14. Ensure compliance with district policies and procedures and act as a resource in understanding and 

using the financial operations of the district. Provide training in the areas of school finance; including 

budget, payroll, activity funds, cash handling, Munis, etc. 

15. Responsible for all assigned financial reporting to ensure compliance with guidelines of the Texas 

Education Agency as well as those of all other governmental agencies (IRS, TRS, etc.) for federal, 

state, and local funds, including compliance with TEA special populations spending requirements, 

Maintenance of Effort for Special Education, and Title I comparability. 

16. Assist with audits conducted by oversight agencies and external auditors. 

17. Coordinate and update administrative guidelines, manuals, procedures, and forms from all business 

office departments.  

18. Coordinate the submission of all relevant financial awards and programs to enhance and promote the 

financial transparency and financial effectiveness of the district. Maintain the district’s Financial 

Transparency Website up to date.  

19. 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. 
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I have read and understand the responsibilities and duties of this position as outlined above. 

 

 

______________________________________ 

Printed Name 

 

______________________________________ 

Signature 

 

_____________________________________ 

Date 


