BLOOMINGTON PUBLIC SCHOOLS, SCHOOL DISTRICT 87

Position Description

Job Title:  Chief Financial & Legal Officer

                   Position Level: Cabinet Educational Administrator                                          

Location/Department:  Educational Services Center
                                                         FSLA Status:   Exempt

Reports to: Superintendent of Schools
                                        
               Date Prepared: January 2005



Job Summary:

Under the administrative direction of the Superintendent of Schools to serve as Chief Business Officer of Bloomington Public Schools, School District 87 and as Treasurer of the Bloomington Board of Education.

Supervision:

Personnel assigned by the Superintendent of Schools; one administrative assistant; Director of Facilities; Director of Accounting; Director of Food Services; Director of Technology; contracted bus services; assigned office and technical employees.

Job Duties:

· =     Essential Functions

Serves in the absence of the Superintendent, when directed by the Superintendent, as Chief Administrative Officer of the district.

· Plans, develops and directs the implementation of accounting, budgeting, and purchasing systems, including a financial reporting system that provides essential information for effective management of the district and assures compliance with applicable laws and includes the ability to supply information for State and Federal reports and tax dollars.

· In cooperation with designated administrator, develops, prepares, and recommends the annual financial budget for District #87 and related programs.

· Performs the duties and responsibilities of the Treasurer of the Board of Education, in accordance with the provisions of the Illinois School Code.

· Administers and coordinates administrative units of the school district as assigned, insuring that effective management programs are instituted, including, but not limited to, manpower assignments, evaluation and utilization, and inventory system and control for all equipment, furniture, real estate and supplies.

· Causes and directs the implementation of an internal auditing program that utilizes usual and customary auditing standards, and coordinates district and Board audits with independent external auditors engaged by the district or as assigned by other State and Federal agencies.

· Plans, directs and conducts programs that insure administrators and staff receive appropriate training in the use and understanding of accounting, budgetary and purchasing systems.

· Develops and recommends appropriate policies and procedures designed to promulgate and support accounting, budgetary and purchasing procedures, including receipt and disbursement of funds and property.

· Provides on-going legal analysis and advice as well as serves as liaison with outside legal council.

· Prepares or causes to be prepared specifications and conditions for inclusion in bid requests for a safe, effective and economical bus transportation system for District 87 students.  Recommends the awarding of bids and insuring that performance is monitored and problems are immediately addressed.  Establishes procedures to review and assure compliance with Federal/State laws and reports.

· Maintains an ongoing review and evaluation of insurance needs, assuring current and adequate coverage for casualty, liability and property insurance.  Prepares bid specifications and insure cost containment measures are achieved.

· Maintains good communication with insurance representatives reviewing claims and recommending approval and denial of claims as appropriate.

· Evaluates the performance of all staff assigned under direct supervision.

Performs related duties as assigned by the Superintendent.


The above description covers the most significant duties performed, but does not exclude other occasional work assignments not mentioned, the inclusion of which would be in conformity with the skills and responsibility levels appropriate for this position.


Minimum Requirements:

Education:
Master Degree and Law Degree and License
Experience:
5 years of successful business management/accounting experience, two years that must

include supervisory/management experience
Contract Period:
12 months, 260 days


Approvals:

Reviewed and approved by: _______________________________________     Date: ______________

Human Resources: ______________________________________________     Date: ______________
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