
  

JOB DESCRIPTION 

 

TITLE:    BUSINESS MANAGER 

 

QUALIFICATIONS:  1. Wisconsin certification as a Business Manager (08). 

    2. At least five years experience as a teacher is desirable. 

    3. At least two years of administrative or supervisory   

     experience. 

    4. Demonstrated ability in working with administrators,   

     students, staff, parents, and the general public. 

    5. Good communication skills.  

    6. Knowledge of school district functions and school finance. 

    7. Such alternatives to the above qualifications as the Board  

     may find appropriate and acceptable. 

 

REPORTS TO:  District Administrator 

 

SUPERVISES:  Staff as assigned by the District Administrator in the following 

   functional areas: 

    1. Accounting 

    2. Payroll 

    3. Purchasing and Receiving 

    4. Transportation 

    5. Food Service 

    6. Negotiations 

 

TERMS OF  

EMPLOYMENT:  As per administrative contract 

 

PERFORMANCE RESPONSIBILITIES: 

 

1. Supervises and manages the financial affairs of the district. 

2. Assists the District Administrator in the preparation of the budget and administers a budget 

control program. 

3. Acts as advisor to the District Administrator on all questions related to the business and 

financial affairs of the district. 

4. Uses the Board approved budgetary process to justify expenditures and work towards 

increasing non-levy revenues. 

5. Assist the administrative team in providing efficient fiscal management processes at the 

building and program levels. 

6. Approves all purchases of services, supplies, materials, and equipment after assuring that 

said items are allocated in the district budget. 

7. Reviews all vouchers authorizing the expenditure of district funds.  Directs accounts 

payable procedures. 

8. Arranges for required audits of district accounts. 

9. Directs Payroll Procedures. 



  

10. Supervises the preparation of financial reports that are required for local, state and federal 

agencies to include requests for reimbursements. 

11. Assists in the administration of funding programs. 

12. Submits a monthly report to the Board to detail the status of each appropriation item. 

13. Responsible for accurate and timely financial information collection and reporting. 

14. Final responsibility for inventory of district capital items and real property. 

15. Has administrative responsibility for transportation, and food service. 

16. Serves as a consultant to the Board for negotiations. 

17. Assists in recruiting, selecting, assigning, supervising and evaluating personnel in the 

offices which are under the jurisdiction of the Business Manager. 

18. Provides in-service training and opportunities for personnel in accounting, payroll and 

purchasing. 

19. Performs research as specified by the District Administrator and/or the Board of Education. 

20. Attends all regular meetings of the Board and participates in committees as directed by the 

Superintendent. 

21. Participates in appropriate local, state, and national professional meetings as approved. 

22. Adheres to the requirements of state and national laws related to school business 

administration. 

23. Conforms to the ethics of the American Association of School Administrators. 

24. Performs such other tasks and assumes such other responsibilities as the District 

Administrator may assign. 

 

Approved:  4/19/04 

 

 
  


