>
SCHOOL DISTRICT

Position Title: FinanceSupervisor-Budgedffice PCN:
1 Location/ ; i i

Department/School: | BudgetOffice 3999BridgeviewDrive

P Address: | North CharlestonSC29405
Reports to(Title SeniorFinanceOfficer Work . _
only): e 800 am to 5:00 pm
?:zzlggglf;_smon [=] Non-Certified Administrator ~ [_] Certified Administrator ~ [_] Non-Exempt Hourly ~ [] Teacher
Class Title/ DBM C42 Position # | 240Days
(to be completed by of days
HR)
Travel Required Limited Local Travel FLSA [=] Exempt

Status ] Non-exempt

Job Description

JOB PURPOSE/REASON:

Provideassistancen the developmentimplementationmanagemerdandmonitoringof the CharlestorCountySchoolDistrict
budget.Responsibldor analysisof budgetrequeststesearchandmakingrecommendationsoncerningvariouscomplexpolicy
issuesApply fundamentabudgetaryconceptspracticesandprocedureswork is performedundergenerakupervisiorwith
considerabldatitudefor exercisingndependenjudgmentandinitiative.

REQUIRED QUALIFICATIONS:

EDUCATION: [ ] High School Diploma or Equivalent

[ ] Master’s Degree [] Other

EXPERIENCE & TRAINING:
» Bachelor'slegredn Accountingor Businesgelatedfield.

» Fourto sevenyearswork experiencen Accounting,Financeor Budgetrelatedfield.

» Supervisoryexperiencereferred.

[ ] Associate’s Degree

[=] Bachelor’s Degree
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LICENSING/CERTIFICATION:
N/A

OTHER SKILLS/REQUIREMENTS:

» Experiencavorking with computembasedaccountingandfinancesystemsMUNIS andCrystalReportsexperiencereferred put
notrequired.

» Experiencavorking with Microsoft Excel, Word andPowerPoint.

» Mustbeadaptabldo fluctuatingdeadlinesandschedules.

» Will berequiredto visit individual schoolsandofficeswithin the District periodically.

PREFERRED QUALIFICATIONS:
N/A

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:

30% Providesdirectionandcounseko academi@ndstaff personneto assisin understandinginancialreportsanddata,in controlling
costsandbudgetsandfulfilling budgetaryrequirements.

20% Analyzesdepartmentabudgetingandaccountingeportsfor the purposeof maintainingexpendituresindprogramcontrolsand
analyzedudgetaryexpenditure$or compliancewith approvedoudget.

10% DevelopsandmaintainsFiscalYear BudgetBooksfor presentationo the SchoolBoard,placemenbn CCSDwebsite,and
submissiorto the Associationof SchoolBusines®Officials International.

5% Developsvarianceanalysisfor historicaltrenddataby departmenandfund usingCrystalReportWriter andMS Excel.
5% DevelopsCrystalReportsfor andassistotherdepartmentsvith fiscal, budgetaryandanalyticalneeds.

10% Developsrecommendationfor programfundingandpreparegustificationfor eachrecommendatiortracksappropriationgand
policy legislation,andmakesrecommendation® supervisoon budgetaryissues.

10% Monitor PositionControl Numbersto ensurdnternalcontrols.AnalyzeandreviewMatrix QuarterlyReportsfor eachschooland
office.
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

5% Analyzesandexaminesudgetrequestsrom stateagenciegor completenesgccuracyandcompliance.

5% ReviewsStateDepartmenbdbf Educationreportsandwebsitefor datato be usedin future budgetpublications

Performsall otherdutiesasassignedy Supervisor.

PHYSICAL/MENTAL REQUIREMENTS:

Equipmentutilized includespersonabtomputerscalculatorscopiers facsimiles,andotherstandardffice machines.

Must handlevaryingdegree®f stresswvhich aredrivenby therequiremento meetschedulesanddeadlines.

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 Ann Hill Date 11/28/2018
Associate/Chief/Executive Date

Director

Superintendent (if applicable) Date

Human Resources Date
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	Position Title: Finance Supervisor-Budget Office
	PCN: 
	DepartmentSchool: Budget Office 
	Location Address: 3999 Bridgeview Drive
North Charleston, SC 29405
	Reports toTitle only: Senior Finance Officer
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherClass Title DBM to be completed by HR: C42
	Position  of days: 240 Days
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Limited Local Travel
	undefined: On
	undefined_2: Off
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: On
	Masters Degree: Off
	Other: Off
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: 30% Provides direction and counsel to academic and staff personnel to assist in understanding financial reports and data, in controlling costs and budgets, and fulfilling budgetary requirements.

20% Analyzes departmental budgeting and accounting reports for the purpose of maintaining expenditures and program controls and analyzes budgetary expenditures for compliance with approved budget.

10% Develops and maintains Fiscal Year Budget Books for presentation to the School Board, placement on CCSD website, and submission to the Association of School Business Officials International.

5%  Develops variance analysis for historical trend data by department and fund using Crystal Report Writer and MS Excel.

5% Develops Crystal Reports for and assists other departments with fiscal, budgetary and analytical needs.

10% Develops recommendations for program funding and prepares justification for each recommendation; tracks appropriations and policy legislation, and makes recommendations to supervisor on budgetary issues.

10% Monitor Position Control Numbers to ensure internal controls. Analyze and review Matrix Quarterly Reports for each school and office.


	Department Head: Ann Hill
	Date: 11/28/2018
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Job Purpose: Provide assistance in the development, implementation, management and monitoring of the Charleston County School District budget. Responsible for analysis of budget requests, research, and making recommendations concerning various complex policy issues. Apply fundamental budgetary concepts, practices, and procedures. Work is performed under general supervision with considerable latitude for exercising independent judgment and initiative.

	L/C: N/A
	other skills: •  Experience working with computer based accounting and finance systems. MUNIS and Crystal Reports experience preferred, but not required.
•  Experience working with Microsoft Excel, Word and Power Point.
•  Must be adaptable to fluctuating deadlines and schedules.
•  Will be required to visit individual schools and offices within the District periodically.
	Preferred Qualifications: N/A
	Primary Cont'd: 
	Secondary: 5% Analyzes and examines budget requests from state agencies for completeness, accuracy and compliance.

5% Reviews State Department of Education reports and website for data to be used in future budget publications

Performs all other duties as assigned by Supervisor.

	Physical: Equipment utilized includes personal computers, calculators, copiers, facsimiles, and other standard office machines.

Must handle varying degrees of stress which are driven by the requirement to meet schedules and deadlines.
	Exp/Training: •  Bachelor's degree in Accounting or Business related field.

•  Four to seven years work experience in Accounting, Finance or Budget related field.

•  Supervisory experience preferred.
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