Pathways Charter School

Job Description

Business Manager

Position Summary:
This Position reports directly to the School Director, and must possess an in-depth knowledge of the fiscal operations of school budgeting, accounting, facilities planning and management, and data processing.  This position requires a strong team builder with good listening and personnel skills who reflects a positive attitude.

Business Manager:  261 days/ 12 months
Duties and Responsibilities:

The Business Manager provides program-wide leadership in the following:
· Managing and supervising all fiscal operations.
· Coordinating all financial record keeping requirements across all programs operated by the school.
· Assisting in the development and implementation of Board Policies
· The implementation of requirements specified in law, regulation and audit guidelines.
· Assisting in representing the interest of the school in certain specified settings at the state, county and local levels
· Develops and presents reports requested by the Board.
· Attends monthly board meetings, providing the Board with periodic reports on the operating budget accounts and overall financial condition of the school.
· Prepares the annual budget.
· Prepares and completes SB 740 Funding Determination in accordance with California Department of Education.
· Planning, coordinating, and preparing financial data related to analysis of revenues, appropriations, and expenditures for the annual budget.
· Supervises Accounts Payable Clerk Position and oversees the preparation of all vendor payments 

· Creates payroll salary sheets at the beginning of each fiscal year and prepares regular and supplemental payroll with the County Office and distributes all paychecks.

· Preparing all payroll taxes when due and completes all tax forms, monthly and quarterly, and annually.

· Makes deposits to the County Office.

· Establishes and maintains complete fiscal accounting system for general and restricted funds, school facilities, annual audits, inventories and accounting records.

· Participating in the preparation of financial and/or budget reports.

· Assuming responsibility for all financial aspects of all Federal and State funds including completing all necessary financial documents for these funds.

· Auditing contracts, purchase orders, claims, warrants, journal vouchers and transfers in conformance with legal requirements and school policies.

· Serving as contact person for the school in related matters with the Sonoma County Office of Education and the State Department of California.

· Overseeing preparation of necessary reports and documents of all categorically funded and special education programs.

· Overseeing E-Rate application and monitoring E-Rate compliance.

Qualifications:
· A bachelor’s degree or equivalent training in business, public administration, and accounting.

· A minimum of three years of effective experience in school business administration, or comparable experience.

· Advanced training or specialization in school district office operations.

· Demonstrated ability to perform multiple tasks with frequent interruptions while maintaining accuracy.

· Proficiency in word processing and spreadsheet applications.

· Excellent communication skills and an ability to write and verbally present clear and concise financial and related reports.

· Strong interpersonal skills.

· Ability to maintain confidentiality for all program operations.
