ERIE COUNTY TECHNICAL SCHOOL

Job Qualifications
TITLE:
BUSINESS MANAGER

DEPARTMENT:
Business Office

REPORTS TO:
Director

SUPERVISES:
Food Service Director
REVISION DATE:
11/2006
REQUIREMENTS:
Degree in Business Management, Finance, Accounting, or Economics, Act 34/151 Clearances
TALENTS:
This position requires the employee to possess an internal self-imposed drive, mastery of the business office and its daily functions, and an understanding of the ethical manner in which to go about managing the office.  In addition, the employee must understand financial applications and have an ability to play out alternative scenarios in the future.  This employee has an affinity for numbers, prefers order and accuracy, builds feelings of mutual support and must be able to take charge when necessary.
Job Statement:
To administer the business affairs of the Erie County Technical School to ensure the proper accounting of funds and efficiency of operation.

PERFORMANCE RESPONSIBILITIES:

1.
Supervise, monitor, and be fully knowledgeable of payroll and accounts payable operations. 

2. 
Responsible for financial accounting of all programs and services authorized by the AVTS Operating Committee.

3.
Responsible for the purchasing and supply control function.

4.
Aids the Director in the formulation of the annual budget.

5.
Responsible for the compilation and completion of all financial reports submitted to school districts, local municipalities or agencies, to the Commonwealth of Pennsylvania and the Federal government.

6.
Responsible for the compilation, submission, and interpretation of monthly Treasurers and Encumbrance Reports, and list of bills to be paid.

7.
Responsible for the deposit of funds, investment of funds, and management of cash flow.

8.
Coordinate the effective utilization of the computerized payroll, accounts payable, and any and all programs available through contracted services.

9.
Responsible for updating and monitoring, maintenance agreements, licenses, permits, contracted services.

10.
Responsible for all matters dealing with insurance, including appraisals, as well as the Pennsylvania State Employees’ Retirement System.

11.
Assists in the preparation and processing of all bids, bid specifications, including legal advertisements and dissemination.

12.
Attend monthly meetings of the AVTS Operating Committee and others as requested by the Director.

13.
Serve as liaison to the Financial Advisory Committee of the General Advisory Council.

14.
Serve as Treasurer of the Erie County Vocational-Technical Foundation.

15.
Serve as a resource person in contract negotiations.

16.
To provide service and advice on all fiscal matters.

17.
Provide for and arrange for the internal auditing of all accounts.

18. Serve as the Title VI, Title IX, and 504 Compliance Officer.

19. Perform such other duties as assigned by the Director.

20. Coordinates Quality Management System Internal Audits

21. Keeps full and accurate minutes of all AVTS Operating Committee meetings.

22. Collects information and prepares the agenda for the AVTS Operating Committee monthly meeting.

23. Communicates and disseminates AVTS Operating Committee related matters to Committee members on a regular and as needed basis.  

24. Receives and initiates correspondence on behalf of the AVTS Operating Committee.

25. Performs the duties as Board Secretary as defined by the PA School Code.

TERMS OF EMPLOYMENT:  12 months, 228 Days
I have reviewed the above job description and analysis and understand the requirements of the position __________ (Initials).

__________________________________________
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