
 

 

 

Job Description 

 

Job Title: Business Director 
Position Type: Support Staff 
Supervisor: District Administrator 
Board Approved: October 21, 2019 
 
Job Specifications 
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 accommodation may be made to enable individuals with disabilities, who are otherwise 
qualified, to perform the essential functions. 
 
Essential Duties 
1. Provide strong fiscal management and oversight, utilizing best practices and remaining current  
    in the field. 
2. Provide leadership in the area of physical facilities, contributing to the provision for a safe and  
    healthful environment, a comprehensive plan for proper maintenance and repair, a plan for  
    effective utilization of the facility, and a long range plan for improvement of building and  
    grounds that will provide a positive learning environment for students.  
3. Participate as a contributing member of a team to: Plan for and implement a five-year plan for  
    building and grounds maintenance. Provide for the safety and security of personnel and  
    property. Provide for the maintenance and upkeep of building and grounds. 
4. Provide leadership in the area of Food Service, contributing to the oversight of food service  
    operations, including implementation of state and federal requirements and program  
    modifications to increase revenue and/or reduce expenditures to maintain a breakeven revenue  
    expenditure ratio. Participate as a contributing member of a team to: Monitor food service  
    revenue and expenditures. Monitor free/reduced certifications. Monitor accounts receivable  
    amounts and collections. In collaboration with Food Service Director, devises a plan to keep  
    the food service deficit to a minimum while maintaining a quality program. 
 
Essential Duties and Responsibilities 
1. Ensure that the accounting procedures comply with the requirements of the Governmental  
    Accounting Standards Board (GASB) and the Financial Accounting Standards Board (FASB). 
2. Maintain an effective system of internal controls. 
3. Recognize revenue and expenditures in the appropriate accounting period. 
4. Utilize modified and full accrual accounting in accordance with generally accepted accounting  
    principles for classifying fund and receipt accounts. 
5. Reconcile bank statements on a monthly basis. 
6. Ensure that a sequential system for check numbers is maintained. 



7. Establish and maintain a fixed asset accounting system. 
8. Continuously monitor the accounting system and make adjustments as necessary. 
9. Utilize an encumbrance system of accounting. 
10. Process financial transactions on a timely basis. 
11. Adhere to the standards for financial accounting and reporting for shared service  
      arrangements, when applicable. 
12. Assist in the process of securing financial professionals for capital improvement financial  
      projects. 
13. Assist in the development of post-retirement benefits. 
14. Maintain accounts receivable records including billing. 
15. Submit accurate financial reports to the Wisconsin DPI. Keep the District Administrator and  
      Board of Education informed of the financial condition of the school district. 
16. Monitor federal grants including filing claims, time and effort monitoring, maintenance of  
      effort (MOE) and indirect costs. 
17. Facilitate the external audit process. 
18. Reconcile available resources and expected revenues with the fiscal needs of the school  
      district. 
19. Prepare multiyear budget projections when appropriate for financial planning. 
20. Calculate current state funding formulas to include revenue limit and equalization aid. 
21. Determine tax levy determined by state statutes. 
22. Adhere to all legal requirements regulating bank depository bids and contracts. 
23. Ensure district financial assets are collateralized. 
24. Identify need for both short term and long term capital financing, including lease/purchase of  
      real property. 
25. Identify cash flow needs, determine investment vehicle, seek bids or quotes and secure  
      appropriate financing for short term borrowing. 
26. Adhere to all legal requirements for issuing and servicing long term general obligation bonds. 
27. Coordinate sale and acquisition of real property in accordance with state and federal laws. 
28. Assist in planning for facility referendums, if applicable. 
29. Review business office structure, processes, and procedures. 
30. Follow all local policies as well as state and federal laws and regulations in the operations of  
      school business. 
31. Document procedures for all school business operations. 
32. Update Board on emerging trends that have a financial impact on district (national health  
      care, post-employment benefits).  
33. Support the mission and goals of the school district. 
34. Promote principles of team building and collaboration. 
35. Exhibit ethical behavior in all actions. 
36. Assist in the meeting of the organization’s goals and strategic plan. 
37. Adhere to record retention laws. 
38. Assist in development of policies. 
 
Qualifications (Knowledge, Skills, and/or Abilities Required) 
Education and/or Experience: Bachelor’s degree in School Business Management DPI School Business 
Manager licensure. Qualifications: Strong organizational and problem solving skills. Working 
understanding of basic computer/software operations. Ability to be self-motivated, creative, and versatile. 
Ability to prioritize and complete assignments within the work time allotted. Ability to work 



independently with minimal supervision. Ability to establish and maintain effective working relationships 
with students, instructors, outside vendors, and district staff. Excellent written and verbal communication 
skills. Maintain confidentiality of all staff members and students. 
 
Working Conditions and Physical Requirements 
Must have the ability to stand for extended periods of time; exhibit manual dexterity to use equipment; 
see and read printed material with or without vision aids; speak in audible tones so that others may 
understand clearly; physical agility to lift and carry up to 30 pounds; to bend, to stoop, to walk and to 
reach overhead. Must possess the ability to establish and maintain effective working relationships with 
staff and students. 
 
Work Environment 
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
Supervision Exercised: Support Staff 
 
Supervision Received: District Administrator 

 

This job description in no way states or implies that these are the only duties to be performed by this 
employee. The Business Director will be required to follow any other instructions and to perform any other 
related duties as assigned by the District Administrator. Big Foot Union High School reserves the right to 
update, revise or change this job description and related duties at any time. 
 


