
FALCON SCHOOL DISTRICT 49

ADMINISTRATIVE JOB DESCRIPTION
Job Title: 
Director for Finance Operations
Revised Date: 
08/01/2010
Reviewed:
05/26/2010
Work Year: 
261 days
Division: 
Finance
Reports To: 
Chief Financial Officer
Salary Range: 
$90,308 – $108,492
SUMMARY: 
Manage the recording of all financial transactions within the district, analyze the information and report to all users in meaningful ways, and assist in the budget process. Prepare monthly and annual financial reports for the board of education, report annual financial data to the Colorado Department of Education, and prepare financial and statistical analyses to assist administrative staff in decisions and policy making. Safeguard and invest all district financial assets. Responsible for the planning and directing of the financial reporting, controls and procedures of the district, including training/orientation of administrative, clerical and bookkeeping personnel with regards to the district’s current financial system and business processes. 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

The following statements of duties, responsibilities, frequency, and percentages are intended to describe the general nature and level of work being performed by individuals assigned to this position. These statements are not intended to be an exhaustive list of all duties and responsibilities required of all personnel within this position. Actual duties, responsibilities, frequency, and percentages may vary depending upon building assignments and other factors.
· Manage the district cash flow of all district funds.
· Prepare or direct in the preparation of various state and federal reports. Some reports are annual, monthly or quarterly. Direct the preparation of the district’s comprehensive annual financial report, including the annual financial report, the annual transportation report and the annual child nutrition report to the Colorado Department of Education, and manage annual audit. Direct the preparation of the district interim financial reports for the board of education on a monthly basis.
· Assist purchasing department with preparation of various requests for proposal (RFP) for banking, financial, investing, and auditing services.
· Assist in preparation of various district budgets.
· Assist chief financial officer with the management of district debts, the preparation of debt-related official statements, and make interest and principal payments.
· Direct the activities of the accounting department. Direct the senior accountant in supervising the accounts payable department.
· Perform financial and statistical analyses to assist staff in decision-making and policy making.
· Develop and implement proper accounting controls and procedures to ensure the safekeeping of district assets.
· Direct functional processes and contracts for financial modules. Serve as the contact person and liaison for the district’s financial software system provider and related groups and associates.
· Ensure controls and processes are in place to comply with IRS 1099 reporting requirements.
· Develop and manage the annual budget for the accounting department.
· Assist the chief financial officer in representing the district at the local and state level on business and finance related issues.
· Prepare schedules, maintain appropriate legal records, and oversee the district’s compliance with arbitrage regulations, as required by the IRS and the district’s long-term debt agreements.
· Serve as the District CFO in his/her absence.
· Perform other duties as assigned.
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
EDUCATION AND TRAINING: 
Master of Finance or accounting degree. 
EXPERIENCE: 
More than five (5) years of senior level accounting with supervision experience.
SKILLS, KNOWLEDGE, EQUIPMENT & OTHER: 
Operating knowledge of and experience with personal computers and software, basic office equipment. Advanced written and oral communication skills, curriculum, policy and procedure, management, accounting, interpersonal relations, evaluation, negotiation and technology. 
CERTIFICATES, LICENSES, & REGISTRATIONS: 
Certified Public Accountant preferred.
SUPERVISION/TECHNICAL RESPONSIBILITY: 
Directly supervises payroll, accounts payable and accounting departments.  Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws.
BUDGET AND/OR RESOURCE RESPONSIBILITY: 
Responsible for monitoring and coordinating the assigned budgets and initiating requisitions.
The physical demands, work environment factors, and mental functions described below are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
PHYSICAL DEMANDS: 
While performing the duties of this job, the employee is frequently required to talk or hear. The employee is occasionally required to stand; walk or sit. The employee must occasionally lift and/or move up to 25 pounds. There are no specific vision abilities required by this job.
WORK ENVIRONMENT:   The noise level in the work environment is usually moderate.

