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Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 

      
 

 
 
 
 
 
 
 
 
 



  

HR Form, Revised 2/28/2014 

 
LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
SUPERVISION RESPONSIBILITY (IF APPLICABLE): 
 
Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

      

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Financial Projects Officer
	PCN: 
	DepartmentSchool: Financial Operations
	Location Address: 3999 Bridge View Drive
North Charleston, SC 29405
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: 
	undefined: On
	undefined_2: Off
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: • Bachelor’s Degree in Accounting, Finance, Business Administration or related field
OR
• Associates Degree with four (4)+ years of experience in accounting or to include exposure or familiarity to budgeting, financial planning, personnel and payroll processing.
•Experience in budgeting, financial planning, or school finance, preferably in an educational setting.
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: On
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 8:00
	JOB PURPOSE/REASON: The Financial Projects Officer optimizes district resources by overseeing staff allocations, assisting with financial projects, grant initiatives, and weighted student funding formula, while ensuring compliance with policies and equitable distribution of resources across schools. This role conducts staff data-driven analysis and cost evaluations to enhance budget efficiency and resource planning. By aligning financial strategies with district priorities and driving process improvements, the position supports fiscal sustainability, operational effectiveness, and student success.
	PRIMARY POSITION RESPONSIBILITIES: 

	Text15: 
	Text16: Highly skilled in multitasking, organization, and prioritization within a fast-paced environment. Results-driven with a strong sense of initiative and urgency. Adept at collaborating with clients across all levels of an organization. Possesses exceptional interpersonal and communication skills. Flexible and willing to travel occasionally. Proficient in Microsoft Office Suite, including Excel, PowerPoint, Word, and Outlook, with strong research capabilities. Demonstrates the ability to analyze complex issues, adapt to shifting priorities, and navigate ambiguity effectively in dynamic work settings.
	Text17: 
	Text18: • Work closely with the Director of Financial Projects to coordinate and monitor financial projects, ensuring compliance with funding requirements, district policies, and grant guidelines.
• Assist in the development of financial forecasting for district initiatives, aligning financial planning goals.
• Review grant opportunities and collaborates with the Director of Financial Projects on proposal development.
• Support process improvement initiatives, optimizing financial workflows, grant management, and data tracking.
• Collaborate with district leadership, academic teams, and external stakeholders to align financial resources.
• Maintain up-to-date knowledge of school district policies, grant regulations, and financial best practices.
• Demonstrate strong project management skills, ensuring assignments are completed efficiently and on time.
• Effectively problem-solve, pre-plan, and manage multiple tasks with competing deadlines.
• Communicate clearly and professionally, both verbally and in writing.
• Build and maintain positive working relationships with employees and the public.
• Contribute to process improvement initiatives by serving on project teams.
• Prepare accurate and professional reports and correspondence for district personnel.
	Text19: Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components;
Ability to sit for extended periods of time; Ability to deal with stress associated with meeting multiple deadlines.

Work is performed in a normal heated or air-conditioned office environment. Exerting up to 10 pounds of force
occasionally and able to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting most of the
time. Moderate degree of stress based on a fast paced environment with fluctuating deadlines
	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: C52
	Reports toTitle only: Director of Financial Projects
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: Staff Allocations & Workforce Analysis

• Manage staff allocations for all district schools and programs, ensuring compliance with CCSD policies and SDE requirements.
• Input and maintains projection data, staffing details, and allocation changes.
• Evaluate enrollment patterns and staffing ratios to detect discrepancies and improve resource planning.
• Conduct advanced statistical analyses to compare projected versus actual staff allocations, identifying trends and forecasting future needs.
• Review and process Point Change Forms (PCFs) for accuracy, compliance, and feasibility.
• Advise senior leadership on staff planning through in-depth financial impact assessments, variance analyses, and policy recommendations.
• Prepare detailed reports and presentations for external agencies, including state and federal agencies.

Weighted Student Funding

• Oversee and manage the weighted student funding formula to ensure fair and effective allocation of resources.
• Develop, monitor, and maintain financial goals for each school, ensuring budget adherence and preventing overages.
• Assist school principals and learning communities with budget planning, staff allocations, and contracted service management.
• Ensure budget planning aligns with district goals and financial policies.
• Provide data analysis and financial reports to support decision-making for school funding.
• Monitor expenditures and make recommendations to improve financial efficiency.
• Ensure compliance with district, state, and federal funding guidelines.
• Conduct training sessions and provide support for school administrators on budgetary processes.
• Collaborate with HR and academic departments to support effective school funding strategies.
• Participate in financial audits and reporting requirements, as required.




	Work Hours2: 5:00
	Text1: 
	0: 
	0: 0
	1: 0

	1: 
	0: 0
	1: 0




