SAN MATEO COUNTY OFFICE OF EDUCATION

CLASS TITLE: EXECUTIVE DIRECTOR, DISTRICT BUSINESS SERVICES

BASIC FUNCTION:

Under the direction of the Associate Superintendent, Fiscal & Operational Services, plan, organize,
control and direct the allocation of
and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Plan, organize, control and direct the allocation of departmental resources to assure fiscal compliance

of County Office school districts; coordinate distribution of financial, payroll and fiscal information

t

Supervise and evaluate the performance of assigned personnel; interview and select employees
recommend transfers, reassignment,itextion and disciplinary actions; coordinate subordinate

work assignments and review work to assure compliance with established standards, requirements
and procedures; assure employee understanding of established requirements.

Provide technical expertise to internal departments, school districts, charter schools, county offices
of education, the Department of Education, FCMAT Regional Teams and others; analyze ledger
postings, completion of revenue limit projection, completion of financial spreadsheeaithand
documents; provide assistance in the completion of district financial activity as needed.

Coordinate, conduct and attend workshops/training sessions and various meetings; compile
materials, determine effective methods of distributing informati@hcatiaborate with staff and
secretarial support to provide handouts and related information.

Distribute calculations of Hieu property taxes for Charter School funding for budget development,
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