9.6.14

COMPTROLLER

Reports To:

Business Manager

Dept/Campus:

Business Office

Wage/Hour Status: Exempt
Length of Contract: 240 days
PRIMARY PURPOSE/FUNCTION:
Oversee all accounting functions in the district.
QUALIFICATIONS:
Education/Certification:
Associate degree or 60 college hours with some accounting
Special Knowledge/Skills:
Strong leadership skills
Detailed oriented
Ability to use personal computer and software to develop spreadsheets, databases, and
perform word processing
Ability to use Internet and e-mail
Effective organizational, communication, and interpersonal skills
Experience:
Minimum of five years experience in a related field
The Board may find appropriate and acceptable alternatives to the above qualifications.
MAJOR RESPONSIBILITIES AND DUTIES:
1. Demonstrate relentless commitment to academic achievement of all students.
2. Demonstrate effective customer service strategies to all district patrons.
3. Foster collegiality and team building among staff; encourage their active
involvement in the decision-making process.
4. Communicate and promote expectation for high-level performance from students;
hold students accountable for high performance; recognize excellence and
achievement.
5. Articulate a clear direction for all students and staff; articulate a positive image of
the school district and school district personnel.
6. Provide financial information to the business manager as needed.
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7. Maintain budget units consistent with APSCN and local requirements.
8. Advise and assist the business manager in preparation of the annual budget.
9. Prepare and distribute financial report monthly.
10. Assist in applying for federal and/or state funds to be used in special programs and
maintaining a necessary financial record if application is approved.
11. Assist auditors for compliance with required financial information and procedures.
12. Reconcile bank statements monthly.
13. Review monthly food service reports.
14. Serve as advisor to the business manager in all business and financial functions.
15. Other duties as assigned.
EQUIPMENT USED:
Computer, typewriter, printer, calculator, fax machine, copier and telephone system (if
applicable)
WORKING CONDITIONS:
Mental Demands:
Reading; ability to communicate effectively (verbal and written); maintain emotional control
under stress; maintain a clear focus on customer service
Physical Demands:
Prolonged use of computer; repetitive hand motions
Date Adopted:
Last Revised:

September 28, 2010

The foregoing statements describe the general purpose and responsibilities assigned to this job
and are not an exhaustive list of all responsibilities, duties, and skills that may be required.

Employee

Date
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Supervisor

Date

