
 
SCHOOL BUSINESS ADMINISTRATOR/BOARD SECRETARY 

(Job Description) 

Qualifications: 

 NJ School Business Administrator Endorsement 

 Quality Purchasing Agent Certification  

 Experience in budget  preparation and administration and understanding of statutory and 

code requirements related to school budgeting 

 Understanding of the principles and practices of financial accounting and reporting 

procedures consistent with statute, code and GAAP requirements 

 Knowledge of statutory requirements and accepted practices in school districts related to 

insurance, purchasing, transportation, food services, school plant operations and facility 

planning 

 Demonstrated organizational, communication and interpersonal skills 

 Required criminal history background check and proof of U.S. citizenship or legal resident 

alien status 

Primary Function: 

The School Business Administrator/Board Secretary shall strive to achieve district goals for pupils 
by providing leadership and supervision in the district program of fiscal management and in other 
assigned programs, and by acting as a proper model for staff and pupils both in and outside the 
school district.  
 
Direct Report: 

Superintendent of Schools 
 

Supervises: 

All custodial, maintenance, technology and business operations support staff. and board office staff. 

 

 



Major Duties and Responsibilities: 

 Assists the Superintendent in the preparation of the annual school  budget based upon 
district resources and needs and responsible for the administration of all phases of the 
budget throughout the year; 

 Oversees all district fiscal, insurance, custodial-maintenance, food and transportation 
services and ensures compliance with the policies of the Board and regulations; 

 Manages efficiently the district systems of accounting, purchasing, investment, insurance, 
plant construction and/or plant operation and maintenance, transportation and food 
services; 

 Serves as the official purchasing agent of the board and is responsible for establishing 
procedures for the acquisition of supplies and equipment for the district in accordance with 
law and board policies; 

 Responsible for providing adequate notice of all public meetings of the Board in accordance 
with New Jersey law and regulations; 

 Oversees the preparation of the district payroll and ensures proper maintenance of records 
related to auditing requirements, tax laws, and employee benefits;  

 Responsible for implementing board-approved employee benefit plans; 

 Responsible for investment of board funds in accordance with board policy; 

 Assists the Superintendent in projection of facility needs and oversees all construction 
programs; 

 Administers the district’s insurance/risk management program. 

 Record the minutes of all proceedings of the Board and the results of annual or special 
school elections; 

 Processes newly elected Board of Education members Office of Student Protection 
clearance; 

 Collection of tuition fees and other moneys due the Board; 

 Examine and audit all accounts and demands against the Board; 

 Maintenance of district’s financial transactions including an accurate detailed accounting of 
all expenditures; 

 Maintenance of all contracts, records and documents belonging to the Board; 

 Submit a detailed report to the Board of its financial transactions at the close of each fiscal 
year and file a copy with the County Superintendent and other required financial reporting as 
necessary; 



 Responsible for reporting of fire and other emergency drills as required by law and Board 
policy. 

 Oversees compliance of all Open Public Records Act (OPRA) requests. 

 Works with the Technology Coordinator to ensure all information and technology issues are 
addressed in an appropriate manner. 

Terms of Employment: 

12 month, Non-Bargaining Unit Position 

Evaluation: 

The School Business Administrator/Board Secretary will be evaluated by the Superintendent of 
Schools in accordance with New Jersey laws and regulations and Tenafly Board of Education policy.  

Board Approved: 12/2012, Revised:  

 


