TITLE:


Associate Superintendent of Business Services (CSBO) 
QUALIFICATIONS:
1.
Illinois General Administrative License and a Chief School Business 


Official Endorsement

2.
Minimum of 7 years financial public education experience including business management, purchasing and personnel




3.
Demonstrated success in performing tasks listed




4.
Five years of demonstrated leadership and management skills in a 



school district central office

REPORTS TO:

Superintendent of Schools

SUPERVISES:

All departmental personnel for whom they are responsible

JOB GOAL:
To assist the Superintendent effectively in the task of providing leadership in the business and financial affairs of the school district.  This task will also include the upgrading of services within the district so that maximum economy and efficiency may be realized to the benefit of the district’s educational program.

PERFORMANCE RESPONSIBILITIES:

1.
Accepts from the Superintendent such of his/her responsibilities as the Superintendent chooses to delegate and assumes full responsibility for discharging them

2.
Assists the Superintendent in general administrative operations

3.
Prepares drafts of needed Board policies, administrative rules and status reports for the 
Superintendent’s review and action

4.
Assumes such scheduling, coordinating and clerical functions as the Superintendent may assign

5.
Serves upon assignments by the Superintendent as a resource person to various assistant superintendents and directors in the district

6.
Provides overall coordination and leadership to district personnel and programs related to 


business services

7.
Supervises and evaluates the Director of Operations/Facilities, Director of Transportation, Director of Technology and business office staff; provides input regarding the evaluation of principals and other personnel in the district
8.
Assumes responsibility for the employment and job status of business office personnel

9.
Develops and approves in-service training programs for business office personnel

10.
Participates in area and State Business Managers organization functions

11.
Coordinates the development and implementation of the budget for all funds in accordance with the Illinois Program Accounting Manual
12.
Supervises the development of monthly and annual financial reports as required

13.
Establishes budget calendar

14.
Coordinates budget control responsibility of all administrators
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15.
Coordinates the publication of all required legal advertisements

16.
Makes budget recommendations to Superintendent and Board of Education

17.
Presents budget at public hearing

18.
Cooperates with the Assessor’s Office to ensure the proper assessment of property within district boundaries

19.
Administers the overall financial operation of the district

20.
Assumes responsibility for annual budget development and long-range financial planning

21.
Establishes and supervises a program of accounting and reporting for financial affairs of the district

22.
Establishes and administers a recordkeeping system for all funds

23.
Supervises procedures to provide management information, evaluation techniques and long-range forecasts

24.
Supervises the preparation of all bills and accounts payable

25.
Prepares and manages district service and other contracts

26.
Interprets the business and financial areas of educational reports as required

27.
 Analyzes and prepares financial data and trends regarding tax levies and provides recommendations to the Superintendent and Board of Education
28.
Provides program cost information

29.
Supervises all cash disbursements for the district

30.
Supervises the payment of all bonds, lease rental agreements and loans

31.
Supervises the payroll for the district as approved

32.
Supervises the filling of and storage of all payroll records, invoices, claims, purchase orders, etc.

33.
Supervises the purchasing of district supplies, equipment and services

34.
Supervises and monitors program of budget control

35.
Establishes guidelines for administrators with budget control to purchase supplies and equipment

36.
Oversees the preparation of specifications to secure quotes and bids on all equipment and supplies

37.
Administers inventory control program for the district building contents, supplies and other equipment

38.
Administers district insurance and fringe benefit programs

39.
Manages the district’s real estate and insurance programs

Associate Supt. of Business Services pg 3

40.
Acts as the district’s agent for the Illinois Municipal Retirement Fund and Teachers Retirement Systems

41.
Consults with Human Resources on the health, life, dental, worker’s compensation insurance programs

42.
Administers the liability, building and fidelity bond insurance programs.

43.
Coordinates all state and federal projects and supervises the preparation of local, state and federal reports

44.
Serves as a consultant and resource on any grant proposal originating in the district

45.
Supervises the completion of annual budget forms

46.
Oversees the school lunch program, which includes the administration of the state/federal free and reduced lunch program

47.
Supervises the completion of the following reports and transfers monies as follows: 1) Federal Withholding Tax 2) State Withholding Tax 3) Social Security Tax 4) State Retirement 5) Union Dues  6) Credit Union Deductions  7) Hospital, dental, life, long-term disability and major medical insurance  8) other insurances  9) United Way  10) Tax Sheltered Annuities 11) all other necessary reports

48.
Supervises all financial data processing

49.
Supplies accurate information to the School Treasurer on a timely basis

50.
Informs the School Treasurer of projected yearly and adjusted monthly cash flow

51.
Consults with the Superintendent and other personnel on questions relating to the district’s business and financial reports as required

52.
Responsible for District Centralized Purchasing

53.
Serves as the District’s Freedom of Information Act Officer (FOIA)
54.
Establishes, directs and coordinates all aspects of the district registration of students

55.
Oversees the operations of the district duplicating services 

56.
Performs such other tasks and assumes such other responsibilities as assigned by the Superintendent and all other duties which are necessary to ensure the proper functioning of the business office.

TERMS OF EMPLOYMENT:
Twelve-month year (260 days including paid legal holidays and paid vacations).  Salary to be established by the Board of Education.

Revised March 10, 1993.

Revised January 26, 1995.

Revised January 25, 2001.

Revised December 15, 2004.

Revised May 20, 2014.

Revised September 28, 2017.

