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Job Announcement
Fiscal Operations Specialist and Executive Assistant to the Superintendent

South Bend School District is seeking an exceptional individual to serve as Fiscal Operations
Specialist and Executive Assistant to the Superintendent. This position reports directly to the
Superintendent and combines responsibility for District fiscal tasks with administrative,
organizational, and project support for the Superintendent.

The successful candidate will be someone who demonstrates excellent judgment, discretion,
initiative, organization, and follow-through. This position requires an individual who can manage
multiple priorities simultaneously, work effectively with minimal supervision, maintain strict
confidentiality, anticipate needs\potential concerns, and make sound decisions within the scope
of assigned responsibilities.

The District is particularly interested in candidates who bring a broad range of professional
experiences and perspectives, including experience both within and outside public education.

PRIMARY RESPONSIBILITIES

-Oversee and manage the District’s accounts payable\receivable processes, including invoices,
purchase orders, reimbursements, payments, and related financial documentation.

-Ensure fiscal activities are accurate, timely, organized, and compliant with applicable federal,
state, District, and auditing requirements.

-Maintain accurate financial records and supporting documentation.

-Work with vendors, District employees, administrators, and other partners to resolve questions,
discrepancies, and financial matters.

-Assist school and District Office personnel with accounts payable procedures, financial
processes, and district operations.

-Identify opportunities to improve efficiency, organization, internal controls, and workflow.

-Assist the Superintendent with District priorities, initiatives, projects, and other responsibilities
requiring coordination and follow-through.

-Assist with preparation, organization, and management of School Board meeting materials and

related information.
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- Track Superintendent-directed assignments, deadlines, action items, and follow-up activities.

- Coordinate logistics, information requests, and communications associated with
Superintendent-led projects.

- Anticipate upcoming needs, identify potential issues, gather necessary information, and take
appropriate action within delegated authority.

- Handle sensitive personnel, financial, student, Board, and District information with a high level
of professionalism and confidentiality.

- Perform other administrative, financial, and special project responsibilities as assigned by the
Superintendent.

DESIRED QUALIFICATIONS
The District is seeking a candidate who demonstrates:

- A college degree is preferred. An equivalent combination of education, training, and significant
professional experience may also be considered.

- Professional experience in business, finance, legal/law, administration, management,
government, education, or a related field.

- Professional experience both within and outside public education is preferred.
- Exceptional organizational skills and attention to detail.

- Demonstrated ability to manage numerous responsibilities, projects, and deadlines concurrently
in a fast-paced work environment.

- Ability to work independently, exercise initiative, and complete assignments with limited
supervision.

- Ability to work effectively as part of a unified District leadership and administrative team.
- Strong judgment and decision-making skills.

- Ability to anticipate issues, recognize what needs to be done, and take appropriate action
without waiting for detailed direction.

- Ability to handle confidential and sensitive information with discretion and sound professional
judgment.

- Strong written and verbal communication skills.

- Strong interpersonal skills and the ability to work effectively with employees, administrators,
Board members, vendors, families, community members, and outside agencies.



- Proficiency with technology and the ability to learn and effectively use District financial,
records, communication, and productivity systems.

- Experience with accounting, accounts payable, purchasing, financial records, or similar
business functions is strongly preferred.

POSITION INFORMATION
Reports To: Superintendent

Work Year: 260 days

Schedule: Full-time, 8 hours per day
Salary: $70,000-90,000 DOE

Benefits include participation in Washington State School Employees Benefits Board (SEBB)
medical and insurance programs, retirement benefits as applicable, paid holidays, vacation leave,
and sick leave.

ABOUT THE POSITION

This position provides a unique opportunity for an individual who enjoys variety, responsibility,
and being directly involved in the operational and administrative work of a school district. The
person selected will work closely with the Superintendent and other District leaders and will
have the opportunity to contribute to both the day-to-day effectiveness of the District and larger
organizational priorities.

The ideal candidate will not simply wait to be assigned tasks. The District is looking for
someone who sees what needs to be done, asks good questions, anticipates needs, solves
problems, keeps projects moving, and can be trusted to exercise good judgment.

APPLICATION PROCESS
Applicants should submit:

* Letter of interest

* Current résumé

» Completed District application

* Professional references

Position open until filled. Initial screening of applications will begin immediately. Expected
training to begin November, 2026.

Submit all questions and application materials to Superintendent Dr. Jon Tienhaara at
jtienhaa@southbendschools.org

South Bend School District is an equal opportunity employer.



