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Accounts Payable Business Office
Business Manager Classified

260 days Range 9

To assure a smooth and efficient operation of the school office, so that the maximum positive impact on the education of
children can be realized.

# !

High school diploma

Computer experience in databases, excel, word, other software

Prefer experience in accounting or business or bookkeeping

Such alternatives to the above qualifications as the Board may find appropriate and acceptable.

$

To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skills, and/or
abilities required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.
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Process accounts payable as directed.

Maintains purchase order files processed as received and ready for payment.
Encumber purchase orders as needed.

File and create files for accounts payable vendors.

Assist in the SHS staff mail distribution.

Direct and process bulk orders as needed for GCSD sites.

Receive and route incoming calls.

Perform usual office routine duties.

Fill in for business office personnel as absence or workload requires.

. Assist with inventory and log in-coming material orders.

. Receive and route visitor communications or requests.

. Receive and direct visitors to the school office.

. Operate word processors, computers, calculators, copiers, and facsimile machines.
. Perform other duties as assigned.
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The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is regularly required to sit; stand; walk; use
hands to finger, handle, or feel objects, tools, controls; and reach with hands and arms. The
employee frequently is required to stoop, kneel, crouch, or crawl and talk and hear. The employee is
occasionally required to climb or balance.

The employee must regularly lift and/or move up to 40 pounds. Specific vision abilities required by
this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the
ability to adjust focus.

' 1
The work environment characteristics described here are representative of those an employee

encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is occasionally required to travel to other cities
around the state. The employee must be willing and able to fly in small and large commuter planes.

The noise level in the work environment is usually low to moderate.

EVALUATION: Performance of this job will be evaluated in accordance with provisions of the
Board’s policy on Evaluation of Personnel.

Approved by Date

Reviewed and agreed to by Date




Name Date

Comments may be written at the end for any or all indicators:
E = Exemplary S = Satisfactory N = Needs Improvement

Process accounts payable as directed.

Maintains purchase order files processed as received and ready for payment.

Encumber purchase orders as needed.

File and create files for accounts payable vendors.

Assist in the SHS staff mail distribution

Direct and process bulk orders as needed for GCSD sites.

Receive and route incoming calls.

Perform usual office routine duties.

Fill in for business office personnel as absence or workload requires.

Assist with inventory and log in-coming material orders.

Receive and route visitor communications or requests.

Receive and direct visitors to the school office

Operate word processors, computers, calculators, copiers, and facsimile machines
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Evaluator's Comments:

Accounts Payable's Comments:

The signatures below indicate that the Accounts Payable and evaluator have discussed this report and have received a copy. It

does not necessarily indicate agreement with this report.

Evaluator’s Signature

Accounts Payable's Signature

Date

Date

Rev. 04/11/2019 v.1




Admin. Asst / Field Representative Field Office / Home
Director Classified

260 days Range 15

Within the limits of law, board policies and regulations, administrative rules, and instructions from the
Program Director or designee, the role of the Administrative Assistant / Field Representative is to
assist the Director and other administrators and to serve as the Head Field Rep, coordinating the
activities of the Field Reps and the information they share with families, ensuring program-wide
consistency.

# !
High School diploma required.
Homeschool experience and knowledge of the homeschooling movement required.
Must be able to communicate effectively with various groups and individuals.
Must have excellent organization skills.
Must have good writing skills; computer and internet proficiency preferred.
Such alternative qualifications as the administration may deem appropriate and acceptable.
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To perform this job successfully, an individual must be able to perform each essential function satisfactorily.

The requirements listed below are representative of the knowledge, skills, and/or abilities required.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1. Create and update handbooks for parents and PowerPoint presentations to be used in any
orientations for parents.

2. Coordinate dates, advertising, and travel for state-wide workshops.

3. Assist administration in policy formation, serving as homeschool consultant.

4. Maintain online family resources, including PO Vendor list.

5. Create and update IDEA forms.

6. Plan and coordinate Curriculum Fair statewide. Assist local coordinators as needed.

7. Beregularly available to families and staff; respond promptly via e-mail and phone.

8. Assist Field Reps as requested with miscellaneous needs.

9. Establish and communicate Field Rep procedures to the Field Reps.

10. Perform other duties as assigned.
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The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is regularly required to sit; stand; walk; use
hands to finger, handle, or feel objects, tools, controls; and reach with hands and arms. The
employee frequently is required to stoop, kneel, crouch, or crawl and talk and hear. The employee is
occasionally required to climb or balance.

The employee must regularly lift and/or move up to 40 pounds. Specific vision abilities required by
this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the
ability to adjust focus.

' 1
The work environment characteristics described here are representative of those an employee

encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is occasionally required to travel to other cities
around the state. The employee must be willing and able to fly in small and large commuter planes.

The noise level in the work environment is usually low to moderate.

EVALUATION: Performance of this job will be evaluated in accordance with provisions of the
Board’s policy on Evaluation of Personnel.

Approved by Date

Reviewed and agreed to by Date




Name Date

Comments may be written at the end for any or all indicators:

E = Exemplary S = Satisfactory N = Needs Improvement

Create and update handbooks for parents and PowerPoint presentations to be used in any orientations for parents.

Coordinate dates, advertising, and travel for state-wide workshops.

Assist administration in policy formation, serving as homeschool consultant.

Maintain online family resources, including PO Vendor list.

Create and update IDEA forms.

Plan and coordinate Curriculum Fair statewide. Assist local coordinators as needed.

Be regularly available to families and staff; respond promptly via e-mail and phone.

Assist Field Reps as requested with miscellaneous needs.

)
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Establish and communicate Field Rep procedures to the Field Reps.

Evaluator's Comments:

Admin. Asst./Field Representative’s Comments:

The signatures below indicate that the Admin. Asst./Field Representative and evaluator have discussed this report and have
received a copy. It does not necessarily indicate agreement with this report.

Evaluator’s Signature Date

Admin. Asst./Field Representative’s Signature Date

Rev. 09/23/2019 v.1



VVVVYY

Administrative Assistant Special Education IDEA Field Office

Director of Special Education Classified

260 days Range 11

To assist the Director with the management of special education

# !
High School Diploma plus training
Maintain close working relationship with school administrators and other district personnel
Promote positive image of the District and positive public relations at all times.
Demonstrated computer and clerical skills
Good interpersonal skills
Such alternative to the above qualifications as the Board may find appropriate and acceptable

! $

To perform this job successfully, an individual must be able to perform each essential function satisfactorily. The
requirements listed below are representative of the knowledge, skills, and/or abilities required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Assist in the enrollment process of new students who have been identified as eligible for special
education services including updating, processing, and tracking online enrollment applications;
acquiring necessary records from outside districts; forwarding student files to appropriate case
managers; updating Power School to activate the student’s IEP Core screen and entering current
IEP, ESER, and other state required data; and assembling a paper copy district file (blue binders).
Respond in a timely fashion to all special education records requests from outside districts and
agencies, including documentation of response.

Review incoming IEP’s for missing information or date corrections including requesting any
needed clarifications or information from case managers.

Using EXCEL, maintain an exited student list, sorted by school year, for the current school year
and five years prior for Records Destruction purposes. Send out annual Records Destruction
notices in January for files which have aged beyond state maintenance requirements. In
response to parent request for records, mail or prepare for pick up any student files (excluding
test protocols which must be shredded) and notate Records Destruction spreadsheet.

Download and print (two copies) of service reports for students receiving Speech and Language
or Occupational Therapy services. File one copy in the student’s Special Education binder, and
send one copy to the student’s parents (mail merge address labels from spreadsheet). Email an
electronic copy to the appropriate case manager.

Using the internet, research special education vendors, curriculum, and test protocols in response
to materials requests; prepare necessary check requests, requisitions, or reimbursement
requests.

Prepare requisitions to request the issuance of Purchase Orders for payment to service
providers.



10.

11.
12.

13.

%

Process necessary forms and initiate arrangements for lodging, airfare, ground transportation,
and/or per diems for district contracted therapists, SPED case managers, school psychologist,
and/or SPED Director, including making reservations, preparing requisitions for purchase orders,
forwarding copies of Purchase Orders to vendors, and forwarding invoices from vendors to the
Galena Business Office for payment.

Distribute the HSGQE Testing Alternate Assessments brochures and associated state
correspondence to all 9th grade Special Education and 504 Plan students though out the school
year. Place a copy of the cover letter in the student’s district file.

Accurately review, cross check, update and resolve conflicts for all special education data in
GCSD and IDEA PowerSchool databases in preparation for submission of the Fall, Spring, and
Summer OASIS reports.

Assist with composing electronic and paper communications, including reports and proposals.
Assist case managers with a variety of clerical needs in a prompt and courteous manner,
including but not limited to offering software training, creating documents and forms, and

responding to district file inquires.
Perform other duties as assigned.

# !
The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is regularly required to sit; stand; walk; use
hands to finger, handle, or feel objects, tools, controls; and reach with hands and arms. The
employee frequently is required to stoop, kneel, crouch, or crawl and talk and hear. The employee is
occasionally required to climb or balance.

The employee must regularly lift and/or move up to 40 pounds. Specific vision abilities required by
this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the
ability to adjust focus.

' )
The work environment characteristics described here are representative of those an employee

encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is occasionally required to travel to other cities
around the state. The employee must be willing and able to fly in small and large commuter planes.

The noise level in the work environment is usually low to moderate.

EVALUATION: Performance of this job will be evaluated in accordance with provisions of the
Board’s policy on Evaluation of Personnel.

Approved by Date

Reviewed and agreed to by Date




Name Date

Comments may be written at the end for any or all indicators:
E = Exemplary S = Satisfactory N = Needs Improvement
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Assist in the enrollment process of new students who have been identified as eligible for special education services
including updating, processing, and tracking online enrollment applications; acquiring necessary records from outside
districts; forwarding student files to appropriate case managers; updating Power School to activate the student’s IEP

Core screen and entering current IEP, ESER, and other state required data; and assembling a paper copy district file
(blue binders).

[]
[]
[]

Respond in a timely fashion to all special education records requests from outside districts and agencies, including
documentation of response.

Review incoming IEP’s for missing information or date corrections including requesting any needed clarifications or
information from case managers.

Using EXCEL, maintain an exited student list, sorted by school year, for the current school year and five years prior

for Records Destruction purposes. Send out annual Records Destruction notices in January for files which have aged
beyond state maintenance requirements.

Download and print (two copies) of service reports for students receiving Speech and Language or Occupational

Therapy services. File one copy in the student's Special Education binder, and send one copy to the student's
parents (mail merge address labels from spreadsheet).

Using the internet, research special education vendors, curriculum, and test protocols in response to materials
requests; prepare necessary check requests, requisitions, or reimbursement requests.

Prepare requisitions to request the issuance of Purchase Orders for payment to service providers

Process necessary forms and initiate arrangements for lodging, airfare, ground transportation, and/or per diems for
district contracted therapists, SPED case managers, school psychologist, and/or SPED Director

Accurately review, cross check, update and resolve conflicts for all special education data in GCSD and IDEA
PowerSchool databases in preparation for submission of the Fall, Spring, and Summer OASIS reports.

Compile data for various reports throughout the year (Supplemental Spec. Ed., Carl Perkins, Impact Aid.)

Assist with composing electronic and paper communications, including reports and proposals.
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Evaluator's Comments:

Administrative Assistant's Comments:

The signatures below indicate that the Administrative Assistant and evaluator have discussed this report and have received a

copy. It does not necessarily indicate agreement with this report.

Evaluator’s Signature Date

Administrative Assistant's Signature Date

Rev. 04/07/2020 v.1
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Administrative Assistant | Business Office

GCSD Business Manager Classified

260 days Range 11

Assist the GCSD Business Manager with technical, clerical duties to administer the business affairs of the district

#H |

High School Diploma plus training

Experience with Accounting Related Practices

Demonstrated Computer Skills, especially Excel, Word, and Accounting software

Excellent Clerical Skills

Excellent Organizational Skills

Excellent Interpersonal Skills

Such alternative to the above qualifications as the Board may find appropriate and acceptable

$

To perform this job successfully, an individual must be able to perform each essential function satisfactorily. The
requirements listed below are representative of the knowledge, skills, and/or abilities required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

1.

2.

©®

10.
11.

12.

13

Records, classifies and summarizes financial transactions in accordance with generally accepted accounting
principal (GAAP), state and federal requirements.

Supports the direction of wide range fiscal accounting processes, assisting with payables, receivables, and grant
operations. Performs entries into fund accounting system to correct inaccurate coding. Advises school staff on
appropriate accounting for accuracy and compliance according to GAAP procedures.

Assists in management in all areas of accounting, computerized software, funds, payroll, and personnel records
management.

Assists with mandated retirement reporting, semi-monthly ACA 1094 reporting, and quarterly unemployment
financial reporting to agencies. Uploads data on a regular basis. Reconciles differences as needed.

Prepares weekly, monthly and quarterly bank reconciliations for the district, i.e.: main account, health, long-term
investments, and other small district accounts to ensure a positive bank balance. May periodically assist with
bank uploads.

Makes payments for huge accounts on a regular basis, i.e.: City, capital projects. Questions discrepancies and
makes adjustments, as needed.

Initiates, verifies and processes journal entries. Reconciles sub-ledger to the general ledger and resolves
differences. Prepares quarterly reports for special accounts, manages stale checks.

Assists with financial compliance on grant programs and prepare reports, as necessary.

Assists with payroll as directed by supervisor and performs semi-monthly entries into payroll to manage rent,
and other salary deductions. Periodically, enters new staff into payroll in absence of payroll personnel.
Prepares and assists with required audits and special projects.

Establishes and maintains professional relationships with colleagues and outside agencies to promote a
positive working environment.

Assists in other job capacities when other staff are absent.

Perform other duties as assigned.
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The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is regularly required to sit; stand; walk; use
hands to finger, handle, or feel objects, tools, controls; and reach with hands and arms. The
employee frequently is required to stoop, kneel, crouch, or crawl and talk and hear. The employee is
occasionally required to climb or balance.

The employee must regularly lift and/or move up to 40 pounds. Specific vision abilities required by
this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the
ability to adjust focus.

' 1
The work environment characteristics described here are representative of those an employee

encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is occasionally required to travel to other cities
around the state. The employee must be willing and able to fly in small and large commuter planes.

The noise level in the work environment is usually low to moderate.

EVALUATION: Performance of this job will be evaluated in accordance with provisions of the
Board’s policy on Evaluation of Personnel.

Approved by Date

Reviewed and agreed to by Date




Name Date

Comments may be written at the end for any or all indicators:
E = Exemplary S = Satisfactory N = Needs Improvement

Records, classifies and summarizes financial transactions in accordance with generally accepted accounting
principal (GAAP), state and federal requirements.

Supports the direction of wide range fiscal accounting processes, overseeing payable, receivable and assists with

grant operations. Performs entries into funding system to correct inaccurate coding. Advises school staff on
appropriate accounting for accuracy and compliance according to GAAP procedures.

Guides operation in all areas of accounting, computerized software, funds and personnel records management.

Initiates, verifies and processes journal entries. Reconciles sub-ledger to the general ledger and resolves
differences.

Assists with reports and financial compliance on all grants programs and prepare reports, as necessary.

Assists with retirement reporting and unemployment financial reports to agencies. Uploads data on a regular basis.

Reconciles differences as needed.

Prepares bank reconciliations for the district, i.e.: main account, health, long term investments, and other small
district accounts to ensure a positive bank balance. May periodically assist with bank uploads.

Prepares and assists with required audits.

Establishes and maintains professional relationships with colleagues and outside agencies to promote a positive
working environment.

Assists with payroll as directed by supervisor. Periodically, enters new staff into payroll in absence of
payroll personnel.
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Evaluator's Comments:

Administrative Assistant's Comments:

The signatures below indicate that the Administrative Assistant | and evaluator have discussed this report and have received a

copy. It does not necessarily indicate agreement with this report.

Evaluator’s Signature Date

Administrative Assistant's Signature Date

Rev. 09/17/2019 v.1
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Administrative Assistant IDEA IDEA Field Office
IDEA Director Classified

260 days Range 11

Assist the IDEA Director to administer the business affairs of the program.

# !
High School Diploma plus training
Demonstrated Computer Skills
Excellent Clerical Skills
Excellent Organizational Skills
Excellent Interpersonal Skills
Such alternative to the above qualifications as the Board may find appropriate and acceptable

! $

To perform this job successfully, an individual must be able to perform each essential function satisfactorily. The
requirements listed below are representative of the knowledge, skills, and/or abilities required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

1. Assist IDEA Director with program operations, scheduling, staff trainings, and projects.

. Maintain a schedule of appointments and make arrangements for conferences and interviews.

3. Manage all IDEA staff travel (excluding SpEd), encompassing booking airfare, lodging and ground transportation
and associated follow up. Fill in for Galena/GILA travel coordinator as needed.

4. Prepare comprehensive reports for the Director by gathering and organizing data from a variety of sources.

5. Manage all online family subscriptions (Moby Max, STAR Math and Reading, World Book, IXL and others), including,
yearly quote acquisition and review, usage data collection, account setup and troubleshooting with families and
contact teachers as needed.

6. Collect vendor registration fees for IDEA Curriculum Fair, send receipts & invoices as needed, make accurate and
timely associated deposits.

7. Prepare bi-weekly payroll for submittal to Galena.

8. Expedite office supply needs.

9. Perform the scheduling and bookkeeping tasks associated with district purchase orders.

10. Welcome visitors, arrange for their comfort, and screen unexpected callers in accordance with predetermined policy.

11. Respond to administrative correspondence as requested, composing those responses as needed.

12. Perform other duties as assigned.



%

# !
The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is regularly required to sit; stand; walk; use
hands to finger, handle, or feel objects, tools, controls; and reach with hands and arms. The
employee frequently is required to stoop, kneel, crouch, or crawl and talk and hear. The employee is
occasionally required to climb or balance.

The employee must regularly lift and/or move up to 40 pounds. Specific vision abilities required by
this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the
ability to adjust focus.

' 1
The work environment characteristics described here are representative of those an employee

encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is occasionally required to travel to other cities
around the state. The employee must be willing and able to fly in small and large commuter planes.

The noise level in the work environment is usually low to moderate.

EVALUATION: Performance of this job will be evaluated in accordance with provisions of the
Board’s policy on Evaluation of Personnel.

Approved by Date

Reviewed and agreed to by Date
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Name Date

Comments may be written at the end for any or all indicators:

E = Exemplary S = Satisfactory N = Needs Improvement

Assist IDEA Director with program operations, scheduling, staff trainings, and projects.

Maintain a schedule of appointments and make arrangements for conferences and interviews.

Schedule and ticket student and staff travel as approved by the appropriate administrative designee.

Prepare bi-weekly payroll for submittal to Galena

Expedite office supply needs.

Perform the scheduling and bookkeeping tasks associated with district purchase orders.

Schedule company vehicle readiness (i.e. gas & cleanliness), check out, & service (if site has vehicles).

Welcome visitors, arrange for their comfort, and screen unexpected callers in accordance with predetermined policy.

N | | O
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Respond to administrative correspondence as requested, composing those responses as needed.

Evaluator's Comments:

Administrative Assistant's Comments:

The signatures below indicate that the Administrative Assistant and evaluator have discussed this report and have received a
copy. It does not necessarily indicate agreement with this report.

Evaluator’s Signature Date

Administrative Assistant’s Signature Date

Rev. 09/17/2019 v.1



Administrative Assistant Il Business Office
Board Secretary / Maintenance

Superintendent Classified

260 days Range 13

To complete the written work of Board operations and coordinate board operations; serve the communications
needs, events scheduling, and clerical needs of the boards administrative designee.

# |

» High School Diploma plus training

» Demonstrated computer skills

» Excellent clerical skills

» Excellent interpersonal skills

» Such alternatives to the above qualifications as the Board may find appropriate and acceptable

$

To perform this job successfully, an individual must be able to perform each essential function satisfactorily. The
requirements listed below are representative of the knowledge, skills, and/or abilities required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Take and transcribe dictation of various types, correspondence, reports, notices, and recommendations from
the administrative designee.

Obtain, gather and organize pertinent data as needed and puts it into usable form.

Maintain a regular filing system, as well as a set of locked confidential files, and process

correspondence as needed.

Place and receive telephone calls and record messages.

Order and maintain supplies as needed

Perform the scheduling and bookkeeping tasks associated with district purchase orders and travel.
Maintain a schedule of appointments and make arrangements for conferences and interviews.

Welcome visitors and arrange for their comfort, and screen unexpected callers in accordance with
predetermined policy.

Operate word processors, computers, calculators, copiers, and facsimile machines.

Respond to administrative correspondence as requested, composing those responses as needed.
Schedule and ticket student and staff travel as approved by the appropriate administrative designee.

Give public notices and attends all meetings of the Board.

Keeps full and accurate minutes of the Board and sends a copy of such minutes to each member of at least
one week prior to the next meeting.
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