
Sample School 
 

Position Description 
 
JOB TITLE: Business Manager FLSA STATUS: Exempt 
 
DEPARTMENT: Business Office HRS/WEEK: 40+ Hrs / week 
 
REPORTS TO:  Principal (or President) DATE: October, 2008 
 
 
Primary Purpose:  Manages all financial activity for the school and all functions of the school 
business office.  Responsibilities include supervising the business office staff and delegating duties as 
needed.  Position entails extensive financial reporting to the President, Board of Directors as well 
as to the school management. 
 
 
Essential Functions: 
1. Prepare audited financial statements in accordance with: 

• Generally accepted accounting principles (GAAP) 
• Diocesan Financial Issues from the United States Conference of Catholic Bishops (USCCB) 
• Statement of Financial Accounting Standards (SFAS) 117, “Financial Statements of Not for 

Profit Organizations”. 
 

2. Develop, implement and monitor an internal control system, with immediate consideration 
given to segregating authorization and recording responsibilities for all bank accounts. 
 

3. In collaboration with the Principal and staff, develop a budget for the school system, which 
includes all fundraising activities of volunteer groups.  Monitor budget variances. 
 

4. Perform analytical reviews of the financial statements to identify changes and unexpected 
variances.  Provide and explain monthly consolidated financial reports to the finance 
committee and/or school board.  
 

5. Manage the investment portfolio for the school which includes knowledge of SFAS No 124 
“Accounting for Certain Investments Held by Not-for Profit Organizations” 
 

6. Maintain the accounting records for any capital campaign, supervise all staff with accounting 
responsibilities, and develop and monitor internal controls in regards to the campaign.  Record 
revenue in accordance with donor-imposed restrictions as required by SFAS 116 “Accounting 
for Contributions Received and Contributions Made”. 
 

7. Establish procedures for safeguarding fixed assets, including maintaining subsidiary records for 
fixed assets and classroom inventories. 

 
8. Maintain relationships with area banks and financial institutions; arrange for letters of credit, 

etc., as needed. 
 

9. Assist auditors with annual external independent audit and implement recommended changes. 
 

10. Assist with other general office responsibilities as assigned - special projects, balancing of work 
load, or assisting in the absence of other employees 



Supervisory Responsibilities: 
Responsible for the assignment of work and delegation of responsibilities to other employees.  
Authorized to interview, hire and fire employees; establish standards and evaluate employee 
performance; and initiate disciplinary procedures. 
Positions Supervised:         Title    Number of Employees 
            
 
 
Knowledge, Skills, Experience Required or Preferred: 
Four year degree in accounting required and a minimum of five - seven years of accounting 
experience.  CPA certification preferred.  Knowledge of fund accounting, payroll processing and 
internal auditing preferred.  Experience in the use of computers and accounting software, 
spreadsheets and word processing required.  Ability to communicate with pastors, staff and 
advisory boards required.  Previous experience in supervision of others required; public 
presentation of information and financial data desired. 
Minimum of 7 to 10 years accounting experience. 
 
 
Physical and Cognitive Requirements: 
Sedentary work - involves sitting most of the time, walking and standing are required occasionally.  
Duties may require some travel including evening and weekend meetings.  Although work is 
performed primarily under inside environmental conditions, the required travel may result in 
temporary exposure to outside environmental conditions.  Regular driving and valid driver’s 
license are required.  Excellent listening abilities and strong communication skills needed, including 
the ability to interact with staff, parishioners, and administrative boards and committees in verbal 
and written form. 
 
Confidentiality regarding all financial information required. 
 
Duties require a wide range of intellectual and practical problem solving skills and comprehension 
of complex concepts.  
 
 
 
 
 
 
The above statements are intended to describe the general nature and level of work being 
performed by the person assigned to this position.  They are not intended to be an exhaustive list 
of all responsibilities, duties, and skills required in the position described and may be supplemented 
or amended as necessary. 
 
I have read and understand these job duties and my supervisor has reviewed these requirements 
with me. 
 
 
Reviewed with:           Date:     
     (Employee) 
 
Reviewed by:              Date:     
     (Supervisor) 
 

 


