CUMBERLAND COUNTY SCHOOL DISTRICT
JOB DESCRIPTION

Job Title: Chief Financial Officer Reports to: Superintendent
Job Class Code: 0040 Work Schedule: per salary table
Pay Scale: per salary schedule Approval Date: June 16, 2016

PERFORMANCE RESPONSIBILITIES

®  Supervise the financial management of the district and its schools, including but not limited to all accounting,
budgeting, payroll, and other fiscal control operations, and act as the primary advisor of all fiscal operations
within the district.

®  Supervise the collection, safekeeping and distributions of all funds and provide general oversight to the district’s
purchasing capacity.

®  Reconcile all bank accounts maintained by the Board for general fund purposes.
® Maintain general and revenue ledgers in accordance with state requirements.

®  Assist the Superintendent and Board of Education in the projection of revenues and expenditures, preparation of
prospectus for bond sales, management of investment portfolio, etc.

®  Prepare a Draft, Tentative and Working Budget within appropriate timelines as designated by the Kentucky
Department of Education.

®  Prepare monthly financial reports as required by the Board and the Kentucky Department of Education.

®  Prepare the annual financial report for the Board and the Kentucky Department of Education and ensure the
publishing requirements are met.

®  Prepare revenue options upon receipt of a certified assessment and permissible tax rates from the Kentucky
Department of Education.

®  Maintain a continuous internal auditing program for all funds, and ensure compliance with district policies,
governmental regulations, and administrative procedures.

®  Work cooperatively as a liaison with external auditors in the auditing of all financial and program records at the
district and school levels, including the execution of audits of internal school accounts.

®  Serve as Board Treasurer and fixed assets coordinator.

MINIMUM QUALIFICATIONS

Bachelor’s Degree from any accredited postsecondary institution; and

12 hours of accounting coursework, or

4 years of employment in accounting or finance, or

2 years of employment in finance in a school district

Strong knowledge of accounting systems, internal control, budgeting procedures and accounting software.
Effective written and oral communication skills.

Exceptional math, logic, reasoning and research skills

Licenses and Other Requirements:

Forty-two (42) hours of continuing education classes every two years, as approved by the Kentucky
Department of Education, with at least 12 hours per year.

IMPORTANT NOTES

This document provides descriptive information about the aforementioned Cumberland County School District’s position. Work actually
performed by incumbents in this position may vary. Although this document may be used for recruiting, staffing, or career planning, the
information contained herein should only be used as a guideline or recommendation for the content and qualifications for this position. An
individual’s ability to meet the qualifications and capabilities described in this document is not a guarantee of employment or promotion.
Cumberland County School District reserves the right to make changes to this document as deemed necessary without providing advance
written notice. This employer does not knowingly discriminate on the basis of race, color, religion, sex, sexual orientation, age, disability, or
national origin.




