BOONE COUNTY SCHOOLS
JOB DESCRIPTION
TITLE:  Finance Specialist
		
QUALIFICATIONS:
1. Bachelor’s Degree in Accounting, Finance, or related field preferred

2. Minimum 3 years of accounting or financial experience, preferably in a public school district or government agency

3. Experience with MUNIS payroll system and/or closely related processes is preferred

4. Proficiency in the use of computers, standard computer programs and basic accounting software.

5. Ability to manage multiple priorities, meet deadlines, and work independently.

6. Understanding of Kentucky school finance regulations preferred.

7. Excellent customer service and interpersonal communication skills including the ability to communicate and work effectively with employees and staff.

REPORTS TO:  Finance Analyst

JOB GOAL:  To perform complex and technical accounting duties in support of the district’s financial operations including salary analysis, budget monitoring, financial forecasting, and management of position control in the district’s financial system.

PERFORMANCE RESPONSIBILITIES:
1. Perform a variety of accounting tasks including journal entries, reconciliations, and financial data maintenance.

2. Conduct detailed salary and compensation analysis to support budget planning and staffing decisions.

3. Maintain and update position control in Munis financial system, ensuring accuracy in staffing allocations and funding sources.

4. Calculate and enter budget amendments, reallocations, and transfers in compliance with district and state guidelines.

5. Generate and analyze year-to-date budget and expenditure variance reports; investigate discrepancies and provide analysis.

6. Assist in developing, updating, and maintaining multi-year financial forecasts and budget projections.

7. Collaborate with Human Resources and Payroll departments to ensure accurate salary budgeting and personnel funding.

8. Support annual budget preparation and assist with end-of-year financial closeout.

9. Prepare financial documentation for internal and external audits.

10. Perform other duties consistent with the position assigned or required by the supervisor.

TERMS OF EMPLOYMENT:
· Hourly (G13 on the classified hourly salary schedule)
· 8 hours per day
· 40 hours per week
· 246 days
· 12 months
· Board approved: 
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