
SUNNYVALE SCHOOL DISTRICT 10/2021
CLASSIFICATION DESCRIPTION

CHIEF BUSINESS OFFICER

REPORTS TO: Superintendent

SUPERVISES: Staff members as assigned

WORK PERIOD: 12 months, 219 days

PRIMARY PURPOSE:

The Chief Business Officer (CBO) plans, coordinates, and directs the operations of all Fiscal,
Business, Facilities, Operations, and Student Nutrition functions consistent with District Goals.
The CBO is responsible for the overall supervision and administration of District business and
support operations, including accounting, payroll, purchasing, warehousing, facilities,
maintenance, custodial, grounds, and food services in order to support high levels of
achievement for each and every student as the primary focus.  The CBO serves as a member of
the Superintendent’s Cabinet.

ESSENTIAL JOB DUTIES
1. Coordinates, facilitates and develops the District’s annual and long–term budgets and

communicates the District’s budget and its development to staff, the general public, the
Board of Education, and governmental agencies.

2. Assures appropriate communication within the Business Services Division and between
the Division and other school/District personnel

3. Develops and implements budget guidelines, timelines, policies and procedures; analyzes
and reviews budgetary and financial data; develops intermediate and long-range income
and expenditure projections; monitors, controls and authorizes expenditures in
accordance with established limitations.

4. Organizes, administers, and supervises payroll, accounts payable and receivables, and
other services within the District Office.

5. Performs and/or supervises central accounting of expenditures, forecasting revenue and
expenditures, cash flow, fixed assets, and all other related functions.

6. Supervises efficient management of the District’s parcel tax and general obligation bonds.
7. Oversees District facilities maintenance, custodial and transportation operations,

including new facilities construction, implementation of the District facilities
modernization program, construction and maintenance of District buildings and
infrastructure, development and maintenance of grounds, cleaning of District facilities,
transportation of pupils to and from schools and on special trips, and maintenance of
school buses and other district vehicles.



8. Ensures that the state and federal guidelines of the child nutrition program are
implemented.

9. Develops, assesses, and implements goals associated with the District’s child nutrition
program. Collaborates with other District staff to integrate the goals of the Child
Nutrition program with broader District student wellness program goals.

10. Plans, organizes and implements long and short-term programs and activities designed to
enhance assigned budgets and financial and accounting activities; develops, implements
and monitors accounting systems for a variety of financial functions.

11. Directs the District’s internal audit procedures and works cooperatively with the District’s
external auditor.

12. Trains, supervises and evaluates the performance of assigned personnel; interviews and
selects employees and recommends transfers, reassignment, termination and disciplinary
actions.

13. Administers the District’s child nutrition services including supervision of employees and
selection, evaluation and implementation of the District’s child nutrition services
contract(s); interviews and selects employees and recommends transfers, reassignment,
termination and disciplinary actions.

14. Performs research and directs the preparation and maintenance of a variety of financial
and statistical reports, records and files related to assigned activities and required by the
State, administration, federal agencies and the Board of Education.

15. Provides technical expertise, information and assistance to the Superintendent regarding
District budgets, accounting and related programs; assists in the formulation and
development of policies, procedures and programs to assure an economical, safe and
efficient work environment; advises the Superintendent of unusual trends or problems
and recommends appropriate corrective action.

16. Provides for appropriate levels of insurance and the risk management functions within the
District, oversees the District’s safety and environmental issues activities.

17. Prepares and presents financial information to assist the negotiations process with
employee groups.

18. Represents the District to Joint Powers Authorities for business and operations.
19. Plans, organizes and implements long and short-term programs and activities designed to

enhance assigned budgets, accounting systems and programs; assures District compliance
with State Education Code, California Audit Guide, budget and accounting requirements.

20. Communicates with other administrators, personnel, outside organizations and the
community to coordinate activities and programs, resolves issues and conflicts and
exchanges information; consults with other departments to enhance budget control and
forecasting capabilities; serves as a liaison to the District Finance Advisory Committee.

21. Monitors and reviews existing and proposed laws and legislation related to school finance
and other business and support functions;

Revised 10/2021



22. Serves as an advocate for Sunnyvale School District to the local community and at the
State level.

23. Assists District administrators with the development and monitoring of department, site,
and program budgets.

24. Contributes to the team leading the development of the District’s Local Control
Accountability Plan (LCAP).

25. Operate a computer and assigned software programs; operate other office equipment as
assigned; operate a vehicle to conduct work.

26. Attend and conduct a variety of meetings as assigned. Perform related duties as assigned.

OTHER JOB DUTIES

1. Attends Board meetings, and attends or presides over such other meetings as assigned by
the Superintendent.

2. Works cooperatively with leaders of other administrative departments and divisions in
integrating and coordinating individual efforts into a unified program for the district.

3. Provides regular reports to the administration and Board regarding current
financial/budget status and analysis of future District financial/budget needs.

4. Serves as a member of the Superintendent’s Cabinet.
5. Accepts from the Superintendent responsibilities as the Superintendent chooses to

delegate and assumes full responsibility for discharging them.

WORKING RELATIONSHIPS

Reports to the Superintendent. Supervises assigned staff members. Maintains positive working
relationships with administrators, district office staff, parents, community members, and
administrators from other districts. Develops positive relationships; responds to the needs of
students, parents, staff and other constituents of the district.

WORKING CONDITIONS

The daily work is performed in an administrative office setting and at worksites (schools)
throughout the District. The position requires visual acuteness and mental concentration;
excellent organizational skills; multi-tasking capability; a high degree of energy; the capacity to
handle constant interruptions and ongoing mandated deadlines; extra hours and regular
attendance at functions before and after the regular work day; occasionally representing the
district on potentially controversial matters.

QUALIFICATIONS

Knowledge, Skills, and Abilities
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● Principles and techniques of leadership, organization, supervision, accounting, personnel
administration and management.

● Planning, organization and implementation of District-wide budgets.
● Budget administration, preparation and control.
● Financial analysis and projection techniques.
● Generally accepted accounting and auditing principles, practices and procedures.
● Accounting and budget functions of a school district.
● Financial and statistical record-keeping techniques.
● Oral and written communication skills.
● Principles and practices of administration, supervision and training.
● Applicable laws, codes, regulations, policies and procedures.
● Interpersonal skills using tact, patience and courtesy.
● Operation of a computer and assigned software.
● Plan, organize and control the District-wide budget, program budgets and accounting

activities.
● Direct budget and accounting related activities.
● Supervise the performance of assigned personnel.
● Analyze work systems and processes to maximize efficiency and effectiveness.
● Prepare financial and budget reports required by the State, administration, federal

agencies and the Board of Education.
● Analyze financial data and prepare forecasts and recommendations.
● Compile financial and attendance data and prepare related reports.
● Communicate effectively both orally and in writing.
● Interpret, apply and explain rules, regulations, policies and procedures.
● Establish and maintain cooperative and effective working relationships with others.
● Operate a computer and assigned office equipment.
● Analyze situations accurately and adopt an effective course of action.
● Meet schedules and timelines.
● Work independently with little direction.
● Plan and organize work.
● Direct the maintenance of a variety of reports and files related to assigned activities.
● Maintain consistent, punctual and regular attendance.
● Hear and speak to exchange information and make presentations.
● Move hands and fingers to operate a computer keyboard.
● See to read a variety of materials.

Education and Experience

Any combination equivalent to: bachelor's degree in business, economics, accounting, finance or
related field and five years of successful experience in school business management and
financial accounting and reporting with the day-to-day operations of an organization and
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administration of budgets. Completion of CASBO Chief Business Official Certification highly
desired. Five years of significant knowledge and direct experience with California school finance
accounting.

Licensing and Certification

As required by law.

EVALUATION

Evaluation of the Chief Business Officer is assigned to the Superintendent.

The statements contained herein reflect general details as necessary to describe the principal
functions of the job, the level of knowledge and skill typically required and the scope of
responsibility, but should not be considered an all-inclusive listing of work requirements.
Individuals may perform other duties as assigned including work in other functional areas to
cover absences or relief, to equalize peak work periods or otherwise balance the workload.
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