NORTH COUNTY JOINT UNION SCHOOL DISTRICT
500 SPRING GROVE ROAD
HOLLISTSER, CA 95023

CONFIDENTIAL MANAGEMENT POSITION

JOB TITLE: Director, Fiscal Services and Operations

DEFINITION/BASIC FUNCTIONS: Provides leadership and assumes overall
administrative, supervisorial, management and coordination responsibilities for all
business services and all operation services of the district, including fiscal management,
facilities, maintenance and operations, purchasing, safety, technology and risk
management. Directs the District’s maintenance, grounds, custodial and security
operations. Has overall responsibility for developing, monitoring, and maintaining the
District’s accounting and budgeting systems. This position will have responsibility in
recommending policies, administrative regulations, and procedures in those areas
assigned. Attends all board meetings and is the District’s representative on all JPAs.

DIRECTLY RESPONSIBLE TO: Superintendent/Principal
EXAMPLES OF DUTIES/ESSENTIAL FUNCTIONS:

FISCAL SERVICES

1. Coordinates all accounting and budgeting activities to ensure sound management
and internal control

2. Audits collection and deposit of all district income; plans organizes and completes
the activities of the accounting department, general ledger; fringe benefit record
keeping, cash flow and analysis and all financial reporting

3. Maintains all financial records and files, and chart of accounts for the District, and
provides annual and monthly reports on all District programs and funds

4. Coordinates communication with the school and administration regarding
financial information

5. Maintains budget control system; provides assistance in the preparation of the
District budget, makes revisions and produces budget reports, analyzes and
processes budget transfer requests and prepares Board reports

6. Supervises the installation of an internal control procedure to ensure the
protection of District fund receipt and distribution, including review of procedures
with all District personnel

7. Completes all State and Federal financial reports; coordinates the activities and
compiles all necessary information to ensure timely processing of financial
reports required by the State; creation of District reports

8. Provides information, reports, and assistance to District auditors conducting
audits of financial records

9. Provides technical assistance and expertise related to the financial procedures of
the District
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10. Maintains and updates on a continuous basis the knowledge and methods required
in performing the day-to-day operation of the accounting department

11. Closing of year-end accounts and district records

12. Determines student enrollment projections and estimated funding from local,
State, and Federal sources

13. Determines district wide staff, program maintenance, food services, custodial, and
transportation needs

14. Maintains an accurate inventory system for all district property

15. Acts as financial advisor to the Superintendent relative to district decision-making

16. Supervises business services department personnel

MAINTENANCE/CUSTODIAL/ FACILITIES/SAFETY

17. Prepares long-range plans for deferred maintenance and property acquisition and
disposal

18. Supervises the maintenance of all district facilities and grounds

19. Establishes standards for effective maintenance, grounds and custodial services

20. Analyzes department needs and prepares recommendations

21. Evaluates assigned personnel

22. Supports energy conservation throughout the District

23. Implements and enforces safety programs

24. Prepares long range facilities plans and maintenance needs

25. Develops, supervises and manages District’s technology program

26. Administers the District’s building and facilities programs

27. Oversees the use of facilities by District, community groups and individuals

28. Develops and updates the facility Master Plan

29. Works with architects, building inspectors, administration, public agencies, and
contractors on the design, construction or alteration of school buildings, playing
fields and landscaped areas

30. Oversees contractors performing facilities work

31. Is a member of all JPAs

32. Supervises custodial, maintenance and Groundsworker staff

33. Runs the District Safety meetings (bi-monthly)

REQUIRED QUALIFICATIONS:

1.
2.

3.

oo

Knowledge of school finance, accounting, and budgeting

Working knowledge of the methods and procedures of California school
accounting, revenue limit calculation, State financial reporting and data processing
Ability to perform difficult and complex mathematical calculations. To analyze and
interpret fiscal and accounting records to prepare accurate and complete financial
statements and reports

Ability to adjust to changing circumstances, act decisively and accept responsibility
for decisions

Excellent communication skills and a record of effective interaction with public
Knowledge of office practices, procedures and equipment

Knowledge of English usage, spelling, grammar, and punctuation
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9.

10.

11.
12.

13.
14.
15.
16.
17.
18.
19.

Ability to learn and interpret specific rules, regulations, laws and policies and apply
them with good judgment in a variety of situations

Ability to assume responsibility and use good judgment in recognizing the scope of
authority delegated

Ability to meet the public tactfully and courteously in situations requiring
diplomacy, friendliness and firmness

Ability to make arithmetical calculations with speed and accuracy

Ability to use word processing and excel and learn the operation of specific
software programs

Ability to work cooperatively with others

Ability to organize and set priorities at work

Ability to coordinate and schedule activities

Ability to set up and maintain accurate files and records

Ability to stimulate and motivate cooperative team efforts and provide leadership
Train and supervise and manage subordinates

Work independently with appropriate direction

TRAINING, EXPERIENCE AND EDUCATIONAL REQUIREMENTS:

1.

2.

3.

4.

BA degree preferred any combination of experience and education demonstrating
the above knowledge and ability will be considered (ex: CASBO, ACSA). Prefer
a bachelor’s degree with emphasis in accounting, finance, business
administration, or closely relate field.

Two years of increasingly responsible experiences managing a complex, financial
accounting and budgeting system preferred

Experience working in a California public school district is preferred; however,
other combination of experience and education will be considered

Experience supervising employees

Physical Demands of Position:

P w

ONo O

The following essential physical requirements: 1 Seldom
2. Occasional
3. Often
4. Frequent

Ability to stand, sit, walk, twist, stoop, crouch, climb, kneel, bend over, grasp,
reach overhead, push and pull (4)

Ability to see for the purposes of reading computer screens, handheld computers
or cell phone screen, manuals, labels and other printed matter (3)

Ability to hear and understand speech at normal levels (4)

Ability to communicate so others will be able to clearly understand normal
conversation (4)

Ability to lift 25 pounds (2)

Ability to carry 25 pounds (2)

Ability to operate office equipment (4)

Ability to reach in all directions (4)
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9.

Ability to perform fine motor coordination (4)

Work Environment

1.

Nookrwd

Typically indoor work/office environment but some outside work (around school
grounds) required

School environment

Work under pressure of deadlines and time constraints

Maintain emotional control under stress

Ability to cover other work stations

\Ability to deal with interruptions

Ability to deal with both adults and students

Work Hazards

1.

Subject to exposure to communicable or infectious diseases

Daily Service: Eight hours a day for 261 days a year

Board Approved: October 16, 2008 North County Joint Union School District
Revised: February 16, 2023 Hollister, CA 95023
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