NELSON COUNTY SCHOOLS

Job Description

TITLE: FINANCE OFFICER

QUALIFICATIONS: Any combination equivalent to: high school diploma, G.E.D. Certificate or demonstrated progress toward obtaining a G.E.D. as required by Kentucky law; ten years responsible financial record-keeping experience (including an automated accounting environment). Attainment of CSFM (Certified School Financial Manager) designation required within a reasonable amount of time upon hire.
REPORTS TO:  Executive Director of Operations
JOB GOALS: Plan, organize, supervise and participate in financial and statistical record-keeping activities for an assigned accounting functional area; train, supervise and evaluate assigned personnel.
PERFORMANCE RESPONSIBILITIES:

Trains, supervises and evaluates the performance of assigned accounting clerical personnel; monitors and adjusts workflow and assignments to meet established timelines; supervises general accounting or payroll functions.

Supervises the preparation of monthly payrolls for all the Nelson County School District personnel. Assures District payroll is properly prepared in a timely manner; communicates with the Department of Education regarding issues and timelines; directs accounting activities related to the fringe benefits and other accounting functions.

Serves as Health Insurance and General Benefits Administrator for the Nelson County School District. Maintains group health plans, state group life plans, district group life plans and voluntary payroll deductions.

Coordinates communication with various District and County departments and personnel to answer questions, obtain information and resolve issues; provides information related to accounting functions. Responds to questions or complaints from employees regarding interpretation of laws, rules, regulations, contracts and other documents governing District payroll; assists employees in completing necessary payroll documentation forms.

Supervises or maintains records and disburses payments to various insurance companies, professional organizations, tax sheltered annuity companies, credit union and other voluntary deductions and related services.

Prepares annual Wage and Tax Statements for all Nelson County School District personnel.

Assures all required reports and payments (including but not limited to the following: unemployment insurance, county and teacher retirement systems, social security administration, PSD reporting, CSD reporting and the cafeteria plan under section 125 of the Internal Revenue Code) are properly prepared and reported in a timely manner.
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Supervises the maintenance of employee absentee records including sick leave, personal leave, professional leave, vacation leave and leave without pay.

Reviews financial reports (including bank statements) and computer printouts to assure accuracy and completeness; makes corrections and adjustments as necessary.

Recommends improved procedures and policies; provides information as necessary in support of budget preparation.

Performs internal audits; checks and reviews records, accounts and reports for accuracy, conformance and timeliness; assists with calculations; inspects for proper encumbrances, allocation of categorical funds and processing.

Attends a variety of accounting-related meetings and workshops.

Demonstrates regular attendance and punctuality:

Adheres to the appropriate code of ethics.

Performs other duties consistent with the position assigned as may be requested by the

Superintendent.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Accounting budgeting and auditing principles, practices and procedures.

Financial and statistical record-keeping techniques and preparation of comprehensive accounting reports.

Modern office practices, procedures and equipment and operation of a computer terminal.

Applicable sections of Kentucky Administrative Regulations and other applicable laws.

Interpersonal skills using tact, patience and courtesy.

District organization, operations, policies and objectives.

Oral and written communication skills and correct English usage, grammar, spelling punctuation and vocabulary.

ABILITY TO:

Plan, organize, supervise and participate in financial and statistical record-keeping activities.

Train, supervise and evaluate assigned personnel.

Maintain and audit fiscal records and accounts in a school district.
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Perform difficult and complex accounting work in the preparation, maintenance and review of District financial records, accounts and reports.

Assure compliance with applicable District policies, procedures and governmental regulations.

Apply applicable sections of Kentucky Administrative Regulations and other applicable laws.

Balance accounts and reconciles bank statements.

Interpret, apply and explain rules, regulation, policies, procedures and governmental regulations.

Operate a variety of office equipment such as computer terminal, calculator, typewriter and copier.

Establish and maintain cooperative and effective working relationships with others.

Analyze situations accurately and adopt an effective course of action.

Meet schedules and time lines.

Communicate effectively both orally and in writing.

Work independently with little direction.

Coordinate and monitor clerical accounting assignments and activities.

