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SPECIAL EDUCATION DISTRICT OF LAKE COUNTY

18160 GAGES LAKE ROAD * GAGES LAKE, ILLINOIS 60030-1819


847•548•8470 * Facsimile 847•548•8472 * TTY 847•680•8328


Website: www.sedol.us



JOB DESCRIPTION
POSITION/TITLE:
Director of Business Services

QUALIFICATIONS:


A.
Type 75 Administrative Certificate with Chief School Business Official endorsement.

B.
Experience in regular education administration and business management.

C.
Experience in special education administration and business management.

DIRECT SUPERVISOR:
Superintendent

OVERVIEW OF POSITION:
The Director of Business Services, who reports to the Superintendent, is employed on a twelve-month contract.  The Director of Business Services is responsible for all the business and financial operations of the district and the operation and maintenance of district facilities.  The Director of Business Services is the district's treasurer and is responsible for investing funds and the reporting requirements related to this position.  The Director of Business Services is a member of the Administrative Team and Supervisory/ Administrative Team.

PERFORMANCE RESPONSIBILITIES:
A.
District Treasurer
The Director of Business Services serves as the treasurer as designated by the Governing Board.  Responsibilities of the treasurer are:

1.
Preparing and monitoring cash flow projections for investment and tuition billing purposes.

2.
Investing district funds in approved securities that will bring the highest earnings to the district.


 *3.
  Preparing a monthly treasurer's report on the status of all SEDOL funds for reporting to the Executive Board and for audit purposes.
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B.
Business/Financial Responsibilities
1.
Budgeting
a.
Providing financial data to sector and building administration to assist in the preparation of their annual budget requests.

b.
Assisting the Superintendent and Program Directors in screening program objectives and budget requests.

*c.
Preparing a tentative budget and related comparative data for presentation to the Finance Committee, Executive Board, District Superintendents, and Governing Board in June.

*d.
Revising the tentative budget, as necessary, for presentation of the final annual budget to the Finance Committee, Executive Board, District Superintendents, and Governing Board in August.

e.
Publishing notice of public hearing on annual budget in August.

f.
Providing current budget/expenditure status reports to the Executive Board on a monthly basis.

g.
Providing budget/expenditure reports to sector and building administrators on a monthly basis.


     *h.
Submitting the budget on an annual basis to the Lake                 
County Regional Office of Education for audit                    
purposes.

i.
Administer federal grants and all expenditures to meet grant objectives.

1) prepare tentative federal applications for SEDOL

2) monitor expenditures according to Federal and State

   regulations

3) provide accurate records for the annual audit

   process

2. Grants
*a.
Writing and monitoring specific grants for SEDOL and member districts.

 b.
Conduct an annual needs assessment, utilizing input


from member districts, community agencies, staff and


parents.
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c.
Write grants based on the needs assessment including:

- attending bidder’s conference

- preparing grants

- negotiating grants

- developing or modifying statistical or financial      systems to meet the reporting needs of grants

- reviewing grant objectives

- amending grants

- reporting to funding sources on a monthly, quarterly 

  or annual basis

d.
Conduct in-service meetings regarding grant procedures
implementation.

e.
Monitor the annual IDEA Part B child count for the


SEDOL member districts.

f.
Monitor grant expenditures according to the Federal and State regulations.

*3.
Medicaid Programs
a.
Develop and monitor a system SEDOL-wide to process the Medicaid fee for service claims.

b.
Coordinate the Medicaid EPSDT Administrative Outreach claims.

c.
Act as liaison to member districts that choose to participate in the Medicaid EPSDT Administrative Outreach program.

d.
Monitor reimbursements from Medicaid and ensure that appropriate services are maintained and increased as financially able.

e.
Ensure all Federal regulations concerning Medicaid reimbursements are followed.

4.
Purchasing
a.
Establishing and monitoring systems for purchasing within approved budgets.

b.
Preparing bid specifications as required.

c.
Publishing legal notice of "Invitation to Bid" as required by statute and Executive Board policy.

d.
Establishing and supervising a system for distribution of materials, supplies, and equipment to SEDOL program locations.

Job Description - Director of Business Services

Page 4

5.
Accounting/Payroll
*a.
Establishing, coordinating, and monitoring all systems related to fiscal accounting for business office procedures.

b.
Preparing and filing the annual report on certified staff for the Teachers' Retirement System (TRS) in August of each year.

*c.
Reconciling all payroll records and preparation of W-2's in January of each year.

*d.
Preparing 1099's as required by the Internal Revenue Service (IRS) each year.

e.
Preparing and filing reports required by the IRS and Social Security Administration each year.

f.
Preparing and filing quarterly reports with the Illinois Department of Employment Security.

g.
Supervising the processing of employment claims during the year.

h.
Supervising all systems related to fringe benefits and related reporting to IRS, TRS, and IMRF.

6.
Fiscal Procedures
a.
Preparing audit specifications and solicit proposals from accounting firms as directed by the Executive Board.

b.
Making a recommendation to the Executive Board regarding the selection of an accounting firm.

c.
Preparing all fiscal reports necessary to facilitate conducting an accurate fiscal audit and assist audit firm as necessary.

d.
File the Annual Financial Report with the Lake County Regional Office of Education and ISBE.

e.
Preparing and publishing the Annual Financial Statement in the official newspaper designated by the Executive Board as required by statute.

f.
Providing data and assistance required by state staff to complete audit of personnel, student, and transportation claims.
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*g.
Preparing billings to member districts for:

1)
tuition pre-bill

2)
monthly tuition

3)
housing formula

4)
case study evaluations

5)
special assessment

6)
district contractual services for support services, itinerant services, and individual student services

7)
summer school

8)
bond principal and interest

9) IMRF levy

10) Special Assessment

h.
Reporting to the Superintendent regarding member district compliance with billing procedures.

7. State Claims
a.
Preparing initial reports required by ISBE for personnel approval in October of each year.

b.
Updating ISBE personnel approval reports twice during the school year as required by ISBE.

c.
Preparing and filing personnel approval for summer school program.

*d.
Preparing and filing the personnel reimbursement claim in August, including summer school staff.

e.
Updating personnel approval for summer school prior to August 1st of each year.

f.
Assisting in preparation and submission of IDEA child count.

g.
Providing districts with information necessary to file 14.702B claims in June.

*h.
Preparing and filing annual claim for transportation reimbursement.

i.
Preparing and filing monthly reports for ISBE on lunch/milk programs.

j.
Preparing and filing annual financial statement on lunch/milk programs.
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8.
Operation/Maintenance
a.
Supervising custodial and maintenance staff in all district-owned facilities.

*b.
Keeping SEDOL school facilities in compliance with health and life safety codes.

c.
Updating property and equipment inventory records for insurance appraisal records and fixed assets in compliance with GASB 34.

*d.
Maintaining proper insurance coverage on buildings and contents.

9.
Data Processing
*a.
Supervising and coordinating the data processing system for business office functions.

b.
Working with programmer and business office personnel to develop new programs as needed and refine existing programs.

c.
Supervising the attendance reporting system.

d.
Coordinating with staff to provide support with the data processing system.

10.
Supervising
*a.
Supervise and evaluate Business Office staff.

*b.
Supervise and evaluate manager for purchasing and operation/maintenance.

C.
Other Responsibilities

1.
Member of Administrative Team.


2.
Member of designated Executive Board Committees.


3.
Member of designated Governing Board Committees.


4.
SEDOL representative in natural gas and electric cooperative.


5.
Member of SEDOL negotiating team.


6.
Member of Supervisory/Administrative Team.
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7.
Attend principals' meetings as needed.

8.
Coordinating and maintaining communication with, and provide technical assistance to, member districts and community agencies that provide services to children who are also served through SEDOL.

9.
Serve as consultant to member districts regarding SEDOL financial matters.


10.
Obtaining and managing proper insurance coverage in the areas of general liability, errors and omissions.


11.
Attending appropriate workshops and seminars to achieve professional growth and keep informed of changes in pertinent practices and issues.


12.
Other assignments as directed by the Superintendent and the Executive Board.
*
Essential Job Functions

jc
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Exceptional Services for Exceptional Students

