
CARLYNTON SCHOOL DISTRICT 

Job Description 

 

Position:  Director of Fiscal Affairs and Budget 

General Description: The Director of Fiscal Affairs and Budget is responsible for the fiscal 

operations of the school district and the creation and management of the budget. The job 

responsibilities of the Director of Fiscal Affairs and Budget include  but are not limited to 

working on or management in the areas of accounting and reporting; financial planning and 

budgeting; administering personnel functions; purchasing and supply management; business 

software data entry;  Federal Programs, including Medicaid Cost Reporting,  insurance;  cash 

management and investments, audit preparation, payroll processing, debt service and able to 

consult on collective bargaining agreements. 

Report to: Superintendent of Schools 

Term of Service: 12-month position with continuing service contingent upon satisfactory 

performance of duties. 

Qualifications: Bachelor’s degree in accounting, finance, business, or other appropriate major 

Accounting experience required, Excellent communication, financial, analysis and team 

collaboration skills. Proficient in Microsoft Office Suite, Quick Books and Pro-Soft. 

DUTIES AND RESPONSIBILITIES 

Note: It is impractical to attempt to list every duty and responsibility of this position inasmuch as 

both the conditions and human variables involved are both unpredictable and subject to change. 

These, then, are the major duties and responsibilities of the position, but there are many 

additional specific tasks and processes required to fulfill this role in a satisfactory manner in 

addition to the character traits, personal values and mannerisms one utilizes in interacting with a 

variety of people. 

Performance Responsibilities: 

1. Assumes responsibility for the design and implementation of accounting, budgeting and 

reporting systems that are appropriately detailed and compliant with all legal 

requirements. 

 

2. Prepares financial reports as required by local, state and federal agencies and is 

responsible for the disbursement of funds in accordance with state laws and budget 

authority. 

 

3. Prepares Act 80 Tax Code Report 

 



4. Ensures the effective design and implementation of district payroll systems and 

procedures. 

 

5. Coordinates an appropriate system of purchasing and payments including bid processes 

as appropriate. 

 

6. Prepares and analyzes financial statements and communicates notable observations to 

appropriate parties. 

 

7. Monitors school and program budgets including activity accounts to ensure proper 

accounting and application of funds.  

 

8. Provides the Board with annual budget summary sheet and fund balance projections for a 

three-year advance position by April of the fiscal year. 

 

9. Works closely and cooperatively with auditors and in carrying out recommendations for 

corrections or improvements. 

 

10. Assists in the gathering and preparing information for contract negotiations and advises 

the Superintendent and Board of the impact of various actions. 

 

11. Facilitates the management of the financial aspects of all grants. 

 

12. Ensures that all insurance needs are addressed through comprehensive but cost-effective 

plans. 

 

13. Oversees an inventory process for school district inventory, maintains inventory of fixed 

District assets.  

 

14. Develops budgeting procedures, coordinates the preparation of the budget and assists in 

reviewing and adjusting budgets, will streamline and modernize operating procedures 

keeping up with current computer accounting and business software 

 

15. Provides ongoing monitoring of the district budget and advises the Board and 

Superintendent of trends and events that create departures from planned patterns of 

expenditure. Makes recommendations to Superintendent whether to have the millage 

raised to the index and to apply for exceptions. 

 

16. Establishes controls for transfer of budgeted funds. 

 

17. Ensures that systems for effective personnel records are maintained (time cards, 

attendance, etc.) Maintains employee confidentiality. 

 



18. Assists in ensuring that the district complies with all labor contracts. 

 

19. Ensures that the district is in compliance with all state and federal tax laws. 

 

20. Provides general supervision for personnel practices related to all non-certified personnel  

 

21. Develops a comprehensive plan for the operation of the District business office; 

supervises and manages business officer personnel. 

 

22. Oversees records management in compliance with state and federal laws. 

 

23. Interprets financial concerns of the district to the community. 

 

24. Maintains appropriate communication with town officials and employees on district 

financial matters. 

21. Assists the Board in the negotiation and implementation of transportation contracts. 

22. Provides financial supervision and support for food service operations, as needed when 

food service is run by an outside provider 

 

23. Collaborates with the technology department in relation to data processing needs and 

requirements. 

 

24. Oversees the billing for tuition and other services. 

 

25. Advises the Superintendent and Board on the necessity of policy revisions, 

 

26. Makes presentations to Board at public meetings on budget process and issues 

 

27. Keeps current with best practices and software use in all aspects of school business 

administration. 

 

28. Attends necessary meetings and serves as an advisor to the Board and Superintendent on 

all questions relating to the business and financial affairs of the district. 

 

29. Proactively alerts Superintendent to any potential fiscal misconduct 

 

30. Other duties as may be assigned by the Superintendent. 

 

 

Evaluation: Annually by the Superintendent. 


