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Business Office Comptroller
Employee Name (Print): _______________________________________

Reports To:

Chief Financial Officer
Dept/Campus:

Central Office




Paygrade: P-3
Wage/Hour Status: 
Exempt





Date Revised: August 2021
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:

Creates, implements, evaluates, and refines a system of on-going oversight, guidance, training and support related to development, programmatic and fiscal compliance in the implementation and management of the district finances.
QUALIFICATIONS:
Qualifications:

Education/Certification:

Bachelor’s degree in business, accounting, or other related field

Special Knowledge/Skills:

Advanced knowledge of school finance, budgeting and accounting systems

Knowledge of information/data processing systems and financial applications

Ability to resolve conflict, listen, and appropriately respond to concerns

Demonstrated leadership skills

Ability to implement policy and procedures

Ability to interpret data

Excellent communication, public relations, and interpersonal skills

Experience:

Preferred 5 years of relevant auditing experience in government or public education
Preferred 5 years of experience with contract management and grants administration
Major Responsibilities and Duties: 

Financial Management

1. Oversees and coordinate the department’s grants contracts and financial management. Act as the staff’s primary point of contact and resource for all pre and post-award grant activities.
2. Responsible for grants and contracts processing. Oversees accurate completion and timely draw downs of funds from Texas Education Agency and disclosures. 
	3. Provides ongoing financial oversight of grants and contracts, including but not limited to: tracking of funds, evaluating expenditures, time and effort, preparing financial reports and forecasting.
4. Ensure preparation and integrity of all district general accounting records and related financial reports using accepted standards for school accounting as prescribed by the Texas Education Agency.

5. Implement and maintain internal control procedures to ensure the safeguarding of assets and reliability of accounting data and to promote operational efficiency and ensure adherence to prescribed procedures. 

6. Cross train various processes within the Business Office for optimal production and continuous services to employees.

Auditing

7. Conduct internal audits and oversee the audit process in accordance with state and district standards and procedures and reports on findings following generally accepted auditing principals.

8. Examine the adequacy and effectiveness of the district’s system of internal controls to ensure compliance with accounting standards, laws, regulations, and policies. Identify risk exposure and control issues. Recommend standards of control and propose modifications and improvements to existing or planned financial and operation systems and procedures to improve controls and enhance operational effectiveness.

Policies, Reports, and Law

9. Review and recommend appropriate policies, administrative regulations, and administrative practices for the areas supervised.

10. Implement the policies established by federal and state laws, State Board of Education rule, and local Board policy in the areas assigned.

11. Ensure that accounting systems comply with applicable laws and regulations including Texas Education Agency Financial Accounting Manual.

12. Assist the district’s independent and internal auditors in conducting periodic audits.

13. Evaluate accounting procedures, systems, and controls in all district departments and recommend improvements in their design, implementation, and maintenance.

14. Update district procedure manuals as it relates to accounting procedures as necessary.

Other

15. Assist the Chief Financial Officer in other accounting related transactions and processes.



	

	


SUPERVISORY RESPONSIBILITIES:
None
WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands/Physical Demands/Environmental Factors:
Ability to communicate effectively (verbal and written); maintain emotional control under stress and  maintain a clear focus on customer service While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the room and/or facility. Duties also require repetitive hand motions; and prolonged use of computer.
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.
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