HUMAN RESOURCES DEPARTMENT

JOBDESCRIPTION

JobTitle: AssistantDirector Finance FLS/Status: Exempt
JobFamily: Administrative PayRange: Schedule A/FRGrade M
Prepared/Revise®ate: September 10, 2024 JobCode: 34224

Days: 260

SUMMARYUtnder thedirection of the Executive Director of Finance, the Assistant Director of Finance directly oversees activities
of the grants administration team and the customer support/project coordinator and assists in overseeing the activitesiofsac
payable and receivable, school and department support, financial reporting, and business systems support teams within the
Finance Department. The Assistant Director ensures compliance with legal mandates, IRS regulations, Board policie
Superintendent policies, Distti policies, adminisie¢ifergufdsjobsugrassiulfeh tidpodualmustbe able to performeachessential

duty satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability requiredatikeason
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Descriptionof JobTasks
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departmentprocedures

¢ Ability to communicate jnteractandwork effectivelyand cooperativelywith peoplefrom diverseethnic
and educational backgrounds

¢ Ability to recognize the importance of safatythe workplace follow safetyrules,practicesafework habits,
utilize appropriate safety equipment and report unsafe conditions to the appropriate administrator

MATERIALANDEQUIPMENDPERATINKENOWLEDGE:
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MENTAL FUNCTIONS: Amount of Time

None Under 1/3 1/3to 2/3 Over 2/3

Compare X

Analyze X

Communicate X

Copy X

Coordinate

Instruct

Compute

Synthesize

Evaluate

Interpersonal Skills

Compile

XX [X [ X[ X |X|X|X

Negotiate

WORK ENVIRONMENT: Amount of Time

None Under 1/3 1/3to 2/3 Over 2/3

Wet or humid conditions (noweather) X

Work near moving mechanical parts X
Work in highprecarious places X

34224— Assistant Director Finance




	EDUCATION AND RELATED WORK EXPERIENCE:
	LICENSES, REGISTRATIONS or CERTIFICATIONS:
	TECHNICAL SKILLS, KNOWLEDGE & ABILITIES:
	MATERIALS AND EQUIPMENT OPERATING KNOWLEDGE:
	REPORTING RELATIONSHIPS & DIRECTION/GUIDANCE:
	Amount of Time
	Amount of Time
	Amount of Time
	Amount of Time
	VISION DEMANDS:
	Required
	No special vision requirements.
	Close vision (clear vision at 20 inches or less)
	x
	Distance vision (clear vision at 20 feet or more)
	Color vision (ability to identify and distinguish colors)
	Peripheral vision
	Depth perception
	Ability to adjust focus
	x
	NOISE LEVEL:
	Exposure Level
	Very quiet
	Quiet
	Moderate
	x
	Loud
	Very Loud


