
 
I:\Personnel\PERSONNEL DATA\Job Descriptions\Business Manager updated 6-11-13.doc 

 

HOOD RIVER COUNTY SCHOOL DISTRICT JOB DESCRIPTION 
 

 
Title:   Business Manager 
 
Classification:  Administrative – Cabinet Level  
 
Reports To:  Superintendent 
 
Work Year  240 Days/Year 
 
Position Function: This is a Cabinet level position that provides supervision and oversight of the District’s 

finances and operations. The Business Manger supervises supervisors and confidential 
staff as assigned by the Superintendent. 

 

Job Purpose Statement/s 

The Business Manager is committed to the pursuit of excellence by demonstrating a willingness to speak honestly, listen 
openly and lead purposely as a District leader and supervisor. The Business Manager is an engaging change agent who 
strives for exceptional results in staff and student performance; engages others in decision-making, and is willing to assume 
responsibility for decisions and is a strong supporter of all staff, students and maintains a strong work ethic. The job of 
“Business Manager” is done for the purpose/s of implementing and maintaining fiscal and other assigned programs and 
services in conformance to District and State objectives; providing written support and/or conveying information; serving as a 
resource to other school personnel, the Board and other districts; and maintaining adequate staffing to ensure objectives of 
programs and services are achieved within budget. The Business Manager provides innovative leadership towards reaching 
extraordinary results for the district and demonstrates personal and professional honesty and integrity with strong ethical and 
moral standards.  

 

Job Qualifications & Experience: 

Certified Public Accountant, Masters Degree in Business Administration and/or Oregon Certified School Business 
Administrator Certification. Preference for CPA. 

 

Skills, Knowledge and/or Abilities Required:  
 
Demonstrated skills in cash management, cash flow analysis, investments, and other money management skills. 
Experience in School Finance/Budget Development and Financial Planning and Reporting; and Payroll Accounting and Fringe 
Benefit Management. Collaborative team player with staff, co-workers, and supervisors. Excellent interpersonal 
communication skills. 
Knowledge and understanding of Oregon’s School Support Formula and ADM reporting. Working knowledge of current 
Oregon laws, policies, administrative rules, and model programs related to Finance. 
Demonstrated ability to engage others in creating a vision and designing and implementing processes to enact the vision of 
the district. Demonstrated ability to establish strong interpersonal relationships with District personnel and other agency staff 
and community members. Demonstrated ability to compose, produce clear, coherent professional documents and deliver 
professional presentations to various stakeholder groups. Demonstrated ability to solve problems and make decisions. 

Ability to sit for prolonged periods, maintain and verify completeness of records, meet schedules and deadlines, 
communicate with persons with varied cultural and educational backgrounds. Significant physical abilities include 
reaching/handling/fingering, talking/hearing conversations, visual acuity/depth perception/visual accommodation. 
 

Licenses, Certifications, Bonding, and/or Testing Required: 
Criminal Justice Fingerprint Clearance, district drug screen, BBP training. 

 

Essential Job Functions: 

1. Provides leadership and technical assistance for the District in the areas of finance, budgeting, construction 

management, contract negotiations, and the management of the business department.  
2. Develops finance organizational strategies by contributing financial and accounting information, analysis, and 

recommendations to the strategic thinking and direction of the district administration; establishing functional 
objectives in line with organizational objectives of the district. 

3. Establishes finance operational strategies by evaluating trends; establishing critical measurements; determining 
production, productivity, quality, and customer-service strategies; designing systems; accumulating resources; 
resolving problems and implementing change. 

4. Develops organization prospects by studying economic trends and revenue opportunities; projecting acquisition and 
expansion prospects; analyzing organization operations; identifying opportunities for improvement, cost reduction, 
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and systems enhancement; accumulating capital to fund expansion. 

5. Develops financial strategies by forecasting capital, facilities, and staff requirements; identifying monetary resources 
and developing action plans to achieve District objectives. 

6. Prepares and administers the annual budget. 

7. Monitors expenditures by establishing effective and efficient procedures and controls. 

8. Advises the superintendent, the Board of Directors and the District Budget Committee on business, financial 
questions and legislation that may impact the district. 

9. Upholds and evaluates board policy as it relates to finance and business. 

10. Develops funding structures that promote the District’s mission, philosophy, and vision. Monitors community 
demographics, resources and emerging trends. Cultivates relationships that enhance student learning and promote 
a strong communication of public support for the District. 

11. Encourages innovations. Analyzes data to improve school operations. Serves as an information resource. 

12. Helps develop and implement the district’s strategic plan. 

13. Debates and engages in the search of best answers. 

14. Supervises and directs the operation of the Business Office which includes accounting, auditing, payroll, 
purchasing, construction, and investing activities. 

15. Assists in recruiting, screening, hiring, assigning, supervising, and evaluating personnel for positions in the offices 
under his/her responsibility. 

16. Engages and is active with the community in ways such as Rotary, Chamber, etc. and is visible in the schools.  Is 
also active in the regional education community. 

17. Acts as the boards’ agent for signing authorized contracts. 

18. Assists with insurance programs (e.g.. property, liability, fleet, student, etc). 

19. Serves on the contract negotiation team. Assumes a key role in the employee contract negotiation process by 
providing advice and information regarding the District’s financial status and the impact bargaining may have on the 
District’s financial position. 

20. Assists and educates administrators and supervisors in managing department and school budgets. Provides advice 
on a wide range of financial matters. 

21. Serves as member of the Superintendent’s Cabinet and the District’s Administrative Council. 

22. Attends all School Board meetings; prepares and presents reports/responses related to the financial status of the 
District and other matters under his/her responsibility. 

23. Follows and supports Hood River County School District policies and procedures. 

24. Maintains professional and technical knowledge by participating in professional development opportunities. 

25. Maintains regular attendance. 

 

Other Job Functions: 

1. Assists other personnel as may be required for the purpose of supporting them in the completion of their 

work activities. 

2. Performs other duties as assigned by the Superintendent. 
 

PHYSICAL REQUIREMENTS: 

 
1. In an eight-hour day employee may: 
 a.  Stand/Walk  {  }None {x}1-4 hrs {  }4-6 hrs {  }6-8 hrs 
 b.  Sit   {  }None {  }1-3 hrs {  }3-5 hrs {x}5-8 hrs 
 c.  Drive  {  }None {x}1-3 hrs {  }3-5 hrs {  }5-8 hrs 
 
2. Employee may use hands for repetitive: 
 {x}Single Grasping {x}Pushing and Pulling {x}Fine Manipulation 
 
3. Employee may use feet for repetitive movement as in operating foot controls: 
 {  }Yes   {x}No 
 
4. Employee may need to: 
 a.  Bend  {  }Frequently {x}Occasionally {  }Not at all 
 b.  Squat  {  }Frequently {x}Occasionally {  }Not at all 
 c.  Climb Stairs  {  }Frequently {x}Occasionally {  }Not at all 
 d.  Lift   {  }Frequently {x}Occasionally {  }Not at all 
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5. Lifting: 
{  } Sedentary Work:  Lifting 10 pounds occasionally with frequent sitting and occasional 

standing/walking. 
{x} Light Work:  Lifting 20 pounds occasionally with occasional sitting and frequent standing/walking. 
{  } Medium Work:  Lifting 50 occasionally, 25 pounds frequently with occasional sitting and frequent 

standing/walking. 
{  } Medium Heavy Work:  Lifting 75 pounds occasionally, 35 pounds frequently with occasional sitting 

and frequent standing/walking. 
{  } Heavy Work:  Lifting 100 pounds occasionally, 50 pounds frequently with occasional sitting and 

frequent standing/walking. 
 
Other physical requirements: 
 
 


