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DISTRICT #49 BOARD APPROVED JOB DESCRIPTION DISU' 1Ct/
-

ACCOUNTING MANAGER

Job Title: | Accounting Manager Related Organization Chart

Initial: | December 12, 2019

Di(ector of
Revised: | April 20, 2023 Finance
Wortk Year: | Full Year |
Accounting
Office: | Business M an ag er
Department: | Finance
Reports To: | Director of Finance Assigned

Finance Staff

FLSA Status: | Exempt

Pay Schedule: | Professional-Technical Range 4

POSITION SUMMARY: The Accounting Manager establishes and maintains sound accounting for routine process
subsets of the district's fiscal environment. This includes basic accounting philosophy and controls, and supervision
of major processes related month-end closing procedures, account reconciliation & reporting. The Accounting
Manager works with and leads accounting staff and designated staff in Education and Operations Departments to
ensure they are well-trained in their responsibilities and execute those responsibilities appropriately.

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following statements of duties, responsibilities,
frequency, and percentages are intended to describe the general nature and level of work being performed by
individuals assigned to this position. These statements are not intended to be an exhaustive list of all duties and
responsibilities required of all personnel within this position. Actual duties, responsibilities, and frequency may vary
depending upon building assignments and other factors.

e [Establishes and maintains fiscal record keeping systems for all funds and projects.

e Evaluates, establishes and maintains processes associated with the finance month-end and year end.
e Manages, audits and reviews monthly reconciliations regarding all balance sheet accounts.

e Coordinates all activities with external auditors.

e Coordinates and prepares financial reports for the BOE.

e Serves as a backup for the Director of Finance in various matters as directed.

e Monitors and updates board policies to remain compliant with local, state, and federal laws in addition to
current and best practices.

e Leads the development of procedures and processes to ensure the Finance department provides efficient
and effective services to stakeholders.

e Monitors daily purchase orders to ensure the proper use of district funds.

e Performs cash & other balance sheet account reconciliations in a timely manner and manages other finance
personnel to ensure the complete timeliness of these reconciliations on a monthly basis.

To perform this job successfully, an individunal must be able to perform each essential function satisfactorily. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.
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e Works with Payroll & Human Resources to ensure proper accounting for Payroll.
e Manages district’s fixed assets and accompanying fixed asset reporting.

e Acts as authorized fiscal representative for the district.

e Work with Finance leadership on developing, monitoring and reporting on key finance metrics.

e Assists with hiring, training and retaining skilled accounting staff.

e Supervises, directs and evaluates assigned staff.

e Provides assistance, support, training and information vital to the decision making process by district staff.

e Ensures compliance with state/federal fiscal laws, regulations and Board policies. Maintains knowledge of
legal and regulatory changes.

e Assists in the overall success of the Finance Department and District 49.
e Performs other duties as assigned.

Supervision & Technical Responsibilities: Directly supervises assigned finance staff. Carries out supervisory
responsibilities in accordance with district policies and applicable laws. Supervisory responsibilities include
interviewing, hiring and training employees; planning, assigning and directing work; evaluating and managing
employee performance; addressing concerns and resolving problems.

This position requires application of position knowledge to efficiently assist others with accounting issues and
follow/comply with grant guidelines. Work is guided by district policies and procedures, Colorado Statute, and
relevant regulatory agencies and professional standards (e.g. Generally Accepted Accounting Principles (GAAP),
Government Auditing Standards (GAS), Enterprise Monitoring and Management of Accounts (EMMA) etc.).
Decision-making requires collaboration with other finance staff, grant writers, teachers and co-workers.

Budget Responsibility:
e This position may assist with budget development but has no direct budget responsibility.

QUALIFICATIONS
The requirements listed below ate representative of the education, experience, knowledge, skills, and/or abilities
required for this position.

Education & Training:
e Minimum of Bachelot’s degree or advanced training and experience in Accounting.

Experience:
e Minimum ten years of experience in a professional setting.
e Experience supervising other employees preferred.

Knowledge Skills & Abilities:
e Ability to efficiently assist others with accounting issues and follow/comply with grant guidelines.

e Ability to effectively apply knowledge of Colorado Statute, and relevant regulatory agencies and professional
standards (e.g. GAAP, GAS, EMMA, etc.).

e Ability to collaborate with other finance staff, grant writers, teachers and co-workers.
e Ability to communicate effectively, both orally and in writing.

e Ability to establish and maintain effective working relationships with supervisors, other administrators,
teachers, other staff members, students, and parents.

¢ Demonstrated knowledge of computer and web applications including Microsoft Office Suite and Google
Suite. Must demonstrate advanced proficiency with Microsoft Excel.

e Operating knowledge of and experience with personal computers and software, basic office equipment.
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Certificates, Licenses, & Registrations:
e CPA certificate or equivalent preferred, minimum of eligibility for such certification based on education and
experience critetia.
e Criminal background check required for hire.

OTHER WORK FACTORS
The physical demands, work environment factors and mental functions described herein are representative of those
that must be met by an employee to successfully perform the essential functions of this job.

Physical Demands: While performing the duties of this job, the employee is occasionally required to climb or
balance, stoop, kneel, crouch, or crawl. The employee is regularly required to sit, stand or walk. The employee
must regulatly lift and/or move up to 10 pounds frequently.

Work Environment: While performing the duties of this job, the employee will work primarily in a usual office
environment.

Mental Functions: While performing the duties of this job, the employee is regularly required to communicate,
compare, analyze, coordinate, instruct, evaluate, and use interpersonal skills. Occasionally required to compile,
copy, compute and negotiate.



