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JOB DESCRIPTION 
 

Job Title: Executive Director - Finance FLSA Status: Exempt 
Job Family: Administrative 

UTIES AND RESPONSIBILITIES: To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 
Description of Job Tasks 

1. Responsible for the District’s budgeting, accounting, financial reporting, fiscal support, payroll, grant administration, 
strategic sourcing, and business systems functions. 

2. Develop and maintain an effective internal control system to promote orderly, economical, efficient, and effective 
operations; safeguard resources against loss due to fraud, waste and abuse, mismanagement, and errors; promote 
adherence to statutes, policies, regulations, and guidelines; develop and maintain reliable financial and management 
data, and accurately report the data in a timely manner. 

3. Responsible for the effective operation of the integrated financial management system; monitor the integrity of system-
generated reports and efficiency of fiscal operations. 

4. Ensure procedures are in place to effectively and efficiently complete activities related to month-end and end-of-year 
closing, state reporting requirements, federal reporting requirements, and preparation of the annual comprehensive 
financial report.  Oversee the legally required annual external audit. 

5. Monitor, evaluate and promote compliance with financial and grant fiscal reporting requirements and legal mandates, 
IRS regulations, Board and Superintendent Policies and regulations, grantor agencies and state and federal regulatory 
agencies regarding fiscal and payroll activities and financial transactions.  

6. Responsible for oversight of the development and analysis of the annual District budget in accordance with State 
statute, Colorado Department of Education regulations, and Board of Education policy; forecasting of revenues and 
expenditures, budget development timetables, budget request reviews, preparation of fiscal overview documents, and 
review and analysis of October student counts and student count projections. 

7. Assess budget and actual performance, prepare reports detailing financial performance compared to forecasts, and 
prepare explanations of budget variances and deviations. Oversee the development and administration of school and 
department budget allocation methods, employee staffing control functions, and employee compensation projections 
affecting the District’s operating budget and employee negotiations.    

8. Assist with overseeing the management of financial reporting in the areas of daily banking activity, accounts payable 
and receivable reconciliations, systems reconciliations, and governmental fund accounting activities. Ensure timely and 
accurate preparation of financial statement reports, including the District’s Annual Comprehensive Financial Report. 
Ensure compliance with the District’s external audit requirements as defined by the Colorado General Assembly’s Office 
of the State Auditor.  
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10302 – Executive Director of Finance  

 

REPORTING RELATIONSHIPS & DIRECTION/GUIDANCE: 
 

 POSITION TITLE # of EMPLOYEES 
   Reports to:    Chief Finance Officer  

Direct 




	

