WESTMINSTER SCHOOL DISTRICT CLASSIFICATION STATEMET

TITLE: ASSISTANT SUPERINTENDENT, BUSINESS SERVICES

BASIC FUNCTION:

Under general administrative direction, plans, oiges, directs and administers the Business Sarfieetions of
the District including technology information sexe@s, food services, purchasing, warehousing, ¢appaovement,
risk management, budget, accounting, payroll, Brscg, maintenance, operations and transportatioviges advice,
technical expertise and assistance to the Supedetg on matters regarding District business, fieagontract
administration, school site acquisition, sales boidding programs, and facilities management; suipes and
evaluates the performance of assigned staff.

ESSENTIAL AND REPRESENTATIVE DUTIES:

Perform responsible administrative duties as thef lusiness and financial services official of Bistrict; provide
technical expertise, advice and consultation tStingerintendent and the Board of Trustees regatdaBistrict's
business operational and financial position; dgvédog-range financial planning, and prepare wmifterecasts of
projected income and expenditures for planninghysine Board of Trustees.

Participate as a member of the Superintendent®m&alepresent the school district at confererm@syentions, and
at public hearings on matters relate to the sctistdict, e.g., municipal zoning, community devetwmnt, etc.

Plan, organize, coordinate, direct and manage tisinBss Services Division of the District to ensfficient and
cost effective-operation.

Organize, direct, and coordinate a variety of isfunctions such as accounting, budgeting, cetta relations,
construction and facilities management, purchasitdywarehousing, maintenance, operations and tetasipn,
food services, technology information servicek nmnagement, and the acquisition and disposa&labforoperty.

Prepare and administer the Business Services &Mzidget; prepare budget guidelines and diregréggaration of
the District's annual budget; advising the Superident and Board relative to policy and schoohfirgg administers
the District's annual budget and transfers of duciis as are necessary to accomplish the appravadcfal
objectives of the school district.

Supervise and evaluate the performance of assijaéfdinitiate and review recommended disciplinactions and
terminations of personnel assigned to the BusiSesgces Division; select, coordinate, and dirabtsdinates, and
recommend appropriate staffing levels.

Establish and maintain an on-going financial anditsystem; arrange for and coordinate appropregerts as
necessary.

Plan, develop, and direct the implementation of iathtrative procedures and divisional policies, lgoand
objectives; prepare and make recommendations t®uperintendent on matters relating to Districtqie$, Board
Agenda items and organizational or operational ghan
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Interpret, apply and ensure compliance with a waé statues, laws, codes, regulations, and leggalirements
related to the financial operations of the Distragsuring compliance with law, county requirememis
professional accounting standards; monitors exjstimd proposed legislation related to school fieasred other
business functions.

Arrange for inspection of facilities and grounddigtrict employed contractors and public safefic@ls to assure
compliance with a variety of building and safetgutations and codes. Administer the use of schexilifies by
various organizations in accordance with schootdpalicies.

Coordinate and administer a land and building usgram; prepare appropriate documents for landjtfa@nd

equipment acquisition, renovation or disposalaacauthorized agent in making authorized businaesgdiaancial
commitments on behalf of the District.

Communicate and work with other public agenciesnmain effective working relationships with Feder&tate,
County, City, and District officials, and the gealgpublic.

Assure the proper preparation and maintenancecafaie records, files, and reports related to ib&iEt's financial
transactions and business operations; assuranb/ttompletion of County, State, and District repo

Prepare resolutions for the Board; and represbrtBoard with regard to real property and equipment
Provide financial data and advises on the finarauia operational aspects of labor contract negumtisit

Plan, develop, and coordinate training programgelated activities for Division personnel; devesopl direct the
preparation and distribution of instructions, mdauguidelines and procedures related to the Qimisioperations

and activities.

Perform other related duties as required or asdigne

ORGANIZATIONAL RELATIONSHIPS:
Supervision: 1) Reports to and receives diredtiom the Superintendent.

2) Direct supervision of the following positir{a) Accounting Supervisor, (b) Supervisor,
Maintenance and Grounds, (c) Director of Childrition and Food Service Programs,
(d) Director of Purchasing and Financial Sersjcé) Director, Technology and
Information Services, (f) Director, FacilitielRning, (g) Building Services Supervisor,
and (h) Transportation Supervisor

Internal Contacts: Continuing contact with all solsoand departments, district employees, admitigtra
staff, and members of the Board of Trustees. msember of the District's Executive
Council.
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External Contacts: Continuing contact with Orangrui@y school officials, city and county officialand
officials of other school districts.

Frequent contact with state officials, represtve of public and private agencies,
consultants, attorneys, vendors and others.

KNOWLEDGE OF:

Principles, practices, and methods of modern puddiministration and business management; objectines
operating techniques of a school district.

Principles and established practices for accountinggeting and purchasing in a public schoolidts#ccounting
and auditing procedures and reports required bgréddstate, county, and other governmental agencie

Capabilities and limitations of modern electroratadprocessing applications for use as businesagearent tools.

Materials, methods and practices related to thetoaction, maintenance, operation and repair abslshand other
school district buildings.

Laws, codes, regulations, and other legal requingsnelated to school business services functions.
Budget preparation and control.

Public and community relations skills.

Interpersonal skills, including the use of tactjgrece, and courtesy.

Principles and practices of administration, supgov, and training.

ABILITY TO:

Serve as the chief business and financial servitiesal of the District. Provide the technical adw and expertise to
the Superintendent and the Board regarding bussesies functions.

Plan, organize, and direct a broad-based businasagement program.

Analyze, interpret, apply, and assure compliantie thie various laws, policies, regulations andslagjon governing
the District's financial transactions and operagion

Prepare and administer District budget and othemptex financial operations.

Prepare written materials including the descriptiboonditions, services, and stipulations appadprior inclusion
in contracts, as well as narrative and statistigabrts.

Negotiate for, coordinate and facilitate the timedynpletion of services to meet the space anddoatation needs of
the District.

Coordinate a variety of complex technical operaimvolving efforts of multiple specialized units.
Select, supervise, evaluate, and direct the detivitf professional and other assigned staff.

Analyze situations accurately and adopt an effeatwurse of action.
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Establish and maintain cooperative and effectiveking relationships with others.

Prepare and deliver oral presentations.

Meet schedules and time lines.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: a bachelor's defr@® an accredited college or university in accoumtbusiness,
public administration, or a related field, and fi(® years of increasingly broad and responsiblsinass and
financial management experience in a school distric

LICENSESAND OTHER REQUIREMENTS:

A valid California Driver's License.
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