
Coast Unified School District 

Title: Chief Business Official (CBO)​
Salary Range: Confidential/Management 

Job Summary: Under the direct supervision of the Superintendent, the Chief Business Official (CBO) serves as the 
District’s senior financial and operational leader. The CBO is responsible for planning, organizing, and directing all 
business services functions. As a key member of the Superintendent’s Cabinet, the CBO provides strategic financial 
leadership in support of the District’s instructional mission while ensuring compliance with all applicable federal, state, 
and local laws and regulations. 
Minimum Education, Experience, Skills, and Qualifications: 

The Chief Business Official must possess a combination of education and experience that provides the knowledge and 
abilities required to perform the duties of the position: 

●​ Bachelor’s degree and/or five (5) or more years of progressively responsible experience in business 
administration, educational administration, public administration, or a related field, including coursework or 
training in accounting, finance, or business management. 

●​ Possession of, or ability to obtain, Chief Business Official certification through the California Association of School 
Business Officials (CASBO). 

●​ Ability to maintain CBO certification by completing fifty (50) continuing education units (CEUs) during each 
four-year CASBO certification cycle. 

●​ Knowledge of modern office practices, procedures, and equipment (e.g., computers, copiers, and related 
technology). 

●​ Valid California Driver’s License. 

●​ Demonstrated ability to work cooperatively, positively, and professionally with employees, students, and 
community members. 

●​ Ability to pass required tuberculosis clearance, fingerprinting, and Department of Motor Vehicles (DMV) 
clearance. 

Desirable Qualifications: 

●​ Five (5) years of recent, responsible fiscal and operational experience in a public school system. 

●​ Experience in financial analysis, budget planning and preparation, payroll administration, fiscal record 
management, and oversight of educational operational units. 

●​ Proven leadership and supervision of accounting and business services personnel. 

●​ Bilingual proficiency in Spanish and English. 

Essential Duties and Responsibilities: 

Essential and other important responsibilities may include, but are not limited to, the following: 

●​ Coordinate, prepare, present, and administer the District budget, interim reports, multi-year projections, and 
enrollment projections. 

●​ Maintain current knowledge of legal requirements related to budget preparation and administration, and ensure 
proper implementation. 

●​ Plan, organize, administer, and direct Business Department operations to ensure strong internal controls and 
efficient, cost-effective practices. 

●​ Prepare recommendations and reports for the Superintendent and Board of Trustees, including comprehensive 
financial analyses covering all aspects of school finance. 

●​ Oversee daily accounting operations, including general ledger posting and reconciliation, accounts receivable, 
cash deposits, payroll, position control, and related accounting entries. 

●​ Supervise and review accounts payable, purchasing, and supplemental payroll functions, including monthly bank 
reconciliations, health benefit programs, quarterly payroll reports, 1099 reporting, and sales tax filings. 



●​ Evaluate the performance and effectiveness of assigned staff; provide leadership, guidance, and problem-solving 
support on complex issues; plan and oversee Business Office orientation and professional development, 
including annual site clerical training; supervise and evaluate classified managers and Business Office staff. 

●​ Review and approve student attendance reporting. 

●​ Ensure compliance with all federal, state, and local fiscal regulations and reporting requirements. 

●​ Oversee business operations, including Facilities, Maintenance and Operations, Transportation, Food Services, 
and Risk Management. 

●​ Support labor negotiations and provide financial analysis related to collective bargaining. 

●​ Manage grants and completes quarterly and annual expenditure reporting. 

●​ Complete quarterly reporting related to federal interest and cash management requirements. 

●​ Maintain the District equipment inventory. 

●​ Administer the year-end closing process and compile fiscal year financial statements; coordinate with external 
auditors and provide all required documentation for the annual audit. 

●​ Serve as the District representative for the Schools Insurance Program for Employees (SIPE) for Workers’ 
Compensation and Property & Liability insurance. 

●​ Monitor contracts and vendors to ensure compliance with bidding requirements and verification that goods and 
services are properly received. 

●​ Attend San Luis Obispo County Office of Education Chief Business Official meetings. 

●​ Perform related duties as assigned. 

Physical Requirements 

●​ Understand speech at normal conversational levels, in person or by telephone. 

●​ Communicate clearly so others can understand normal conversation in person or by telephone. 

●​ Operate audiovisual equipment, computers, copiers, and other standard office equipment with dexterity. 

●​ Occasionally lift and/or carry computer equipment and office supplies weighing up to twenty-five (25) pounds. 

 

Note: This list of essential functions and physical requirements is not exhaustive and may be supplemented as necessary 
to meet the needs of the District. 

Supervision: Under the direction of the Superintendent 

 

Board Approval Date: 1/22/2026 
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