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“Township Of Union Pabllc Scho DlS
Job Desa@tm}l

FILE: . - ASSISTANT SCHOOL BUSINESS ADMINISTRATOR.

QUALIFICATIONS:
1. Understandlng of the principals and practices of financial accounting and reporting

procedures-cansistent with statute, code and GAAP requirements
2. Knowledge of accepted business practices, laws and regulations governing school districts

related to budget- preparation and administration, risk management, purchasing, . ,

transportation, food services, school plant operations and facility planning, or is willing and

able to study and attend training to gain this khowledge
3. - Required criminal history background checlk and proof of U.S. citizenship or legal resident-

allen status
4, Demonstrates organization, communication and interpersonal skills \
5. Minimum experience as determmed by the Board, has a master’s degree from an
accredited institution, and holds a School Business Administrator Certificate -

REPORTS TO: '_ Business Adm[msfra{od Board Secretary
SUPERWVISES! Busmess Dpemt;ons Staff )
" JOB GOAL: '

ng the busmess affairs of the district efﬁcaenﬂy

To ass:isi the Business Administrator in managi
it services helpto ach]eve the educational goals,

and effectvely to ensure that educational suppo
- of the district with the available financlal resources. )
PERFORMANCE RESPONSIBILITIES: ‘ : R

) Budoef and Finance -

ary in the preparation of the annual schoo[

4 Ass;sts the busmess admmfstratnr/boafd secret;
hases of (he budget throughout the year.

buefgei and helps with the admmzstraf}on of =il p

Assists in. keeping accurate and detajled accounts of all. financial f:ransacf:]ons as’
prescrlbed by statute, administrative code and board polScy

Assists the BATr avditing claims, invoices ‘and demands against the board.
4.. Assists the BA in coffeciing ’mmon fees #nd other moneys due fo the board
directly to the treasurer of sthool moneys. .
Assists in procurement of suppbes ‘and aqmpme_nt }‘or ‘(he dlstncf in accmrdanca with Jaw
, dnd hoard poticles. . .
6. Assistsin admmlsfermg the disirjct's nsurarce/risk manageimeat program
7. Assists in the D\iB{'EJgh‘f of the prepara ﬁon of the district payrefl and EeNSUFES proper

maintenance of records refafed to auditing reqmremenzs tax faws, and employes benefits.
Also assists with implementing hosp:tahzai)on, major medfcal and other. ‘rypes of

board- apprmfed employee benafif p!ans
Assisfs the BA In keeping records of the anesfment of board funds in accorn’ance mrh
statute and hoard poitcy. :

nof payable




Facilities and Operatlons

1. Assists the'BA'in cversesing the operation and maintenance of school facliities and
cusiod!al, grounds and maintenance servives. Helps to mainfain required reports.

2, Assists the superintendent and the BA In the implementation of the district’s multi-year'(3-
& years) comprehensive maintenance plan.

3. Assists In the efficlent operation of the district's food services program; ensurés that
procedures are in accordance with law and regutations.

. Assists in operation of the student transportation program.

5. Assists in scheduling the use of school buildings and grounds by authorized groups in

‘accordance with board policles. ’

B. Assists in compiling a list with the name and social security number of each bus driver or
sobstitute driver and certification of a valid school bus drivers license and criminal

background check.
' Record Keeping/Reporting

1. Assists in developing and updatfing policles for all aspects of the sthool business
-operation.. ¢ ’ ) )

2. Assists the BA | board secretary in maintaining the records and papers of the board, and
makes public records available for public inspection, )

3. Maintains a log of general correspondence and drafts responses to inquiries,

4, Attends meetings and fralning sessions, representing the school district and accurafely
recording items that must be handled by the district.

8. Assist_s in preparing and updating the annual fist (on or before February 1) of the school
offictals, by office and position, whose responsibilities require the filing of the Financial

and Personal/Relative Disclosure Statements.

8. ‘Pror to fhe annual submission to the executive county superintendent, assists in
checking that the completed disclosure forms to assure that hoth reguired forms have

been filed: that ail questions have been answered or indicated as not being applicable;
and fhat each copy is slured by an original signature.

Board Responsibliities ;
When assigned, attends district schoof board meetings and speaks on assigned topics. -

2, Assists In prapziring the official moeting minutes and aids In handling correspondence of

the board. -
3. Assists in preparing the list of the names of all persons on the February 1 list of school
offictals and all newly elected or appointed persons who have falled to file as required

under the law,
Miscellaneous

1. Petforms such other_duﬁiés as may bo assigned by the business administrator / board
secretary, : - -

TERMS OF EMPLOYMENT:  Twelvs months. Confract terms and salary to be detérmined by the
board, | 3 . : -

ANNUAL .
EVALUATION: Performance of this job will be evaluated annuatly in accordance with NJ State

faw and the provisions of the board’s policy on evaluations.




Appro{fed by: Township of Uniion Public Schools " Date: _

Reviewed and ag;reed o by:

Revised:

LEGAL REFERENCES

Date:

Note. Refer to Business Administralor/Board Secretary for'a more comprehensive fist

N.LS.A, T8A4-14

N.J.S.A, 18A:8-7,1-7.5

grounds

N.J.S.A, 18A12
N.J.8.A 18A18:1
- NJS.A 18AAMT1

NuJ.S.A, 18A:17-2

employees
N.LS.A, 18A:17-13

N.J.8.A, A7:1A
N.JLAC, 6A:812.7
N.LAC. 6A:23
N.J.A.C, 6A:Z6.
NALAC, 6A:26-2
NJAC, NJ.AC, 6A:28-3
NJAC. N.JA.C. BA26A
NLAC C. 5Az27
JA.C, 6A:30

L JAC, BA32
J.A.C, 8A32-3.2

z

e

=

Uniform system of bookkesping for all school disfricts

Criminal history record; employee in reguiar contact with pupils: -
for disguzlification from stapioyment; exception

School Efhles Act

Officers and employees in generat
Removal, etc., of secretarles, assistant secrefartes, school business

administrafors and business managers during terms of office.
Tentre of secrefaries, assistant secrefartes, school business

. administrators, business managers and secretarial and clerical

Assistant and acting secretaries; appointment, powers and duties
Glerks in the secretary’s office -
Public $chool Contract Law

- Expenditure of Funds; Audit and Péyment of Claims

Budget and Appropnahons
Facilities in general_

Transporiation to and from schools

Schouol election .

Public access to government records

Schookbusiness administrator

Finance and business services

Educational facifities-

Long range faciiities plans

Capiltal project review

District comprehensive maintenance plans

Student transportation

Evaluation of the performance of school districts

District operations

Reqtzirements for the code of ethics for district board of education
members and charter school board of frustees




