LAKEWOOD PUBLIC SCHOOLS
LAKEWOOD, NEW JERSEY

TITLE: ASSISTANT BUSINESS ADMINISTRATOR
QUALIFICATIONS: 1. Master's Degree
2. Must hold Certificate for School Business Administrator issued by
the New Jersey State Board of Examiners, or be eligible for same
3. Minimum of three (3) year’s experience in a public school business

office with a budget in excess of $150,000,000
4, CPA Certificate/CPA experience may be substituted for years
experience as Assistant School Business Administrator

5. Such alternatives as the Superintendent may find appropriate and
acceptable
REPORTS TO: Superintendent of Schools or his or her designee

PERFORMANCE RESPONSIBILITIES:

1.

9.

General duties for the school district Business Office as may be assigned by the School
Business Administrator.

Perform duties of the School Business Administrator when that position is vacant and aiso
during short absences of the School Business Administrator.

Assist the School Business Administrator in the general business operations, fiscal
responsibilities and operational responsibilities of the Lakewood School District Business Office.

Oversee and provide support to the payroll operation and the accounts payable operation in the
school district Business Office.

Assist the School Business Administrator with ongoing review of Business Office practices and
implementation of changes recommended by auditors or needed for compliance with fiscal
requirements mandated by the New Jersey Department of Education and for increase in the
efficiency and reliability of the Lakewood School District Business Office.

Consult with school administrators and department supervisors regarding issues related to
funding and finances.

Assist the School Business Administrator in preparation of the annual school district budget.

Coordination and preparation of financial records for the annual school district audit performed
by the Board appointed auditors of the Lakewood School District.

Oversee the School District’'s computerized general ledger system.

10. Prepare information set forth in the Board Secretary's report required by State Board regulations

and the report of the Treasurer of School Monies. Review and reconcile said reports.
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11. Oversee operation of bank accounts for School District athletic funds, elementary school
student body activities and other similar school district accounts controlled by school district
personnel.

12. Make reports to the School Business Administrator on accounting operations of the District and
make recommendations for changes and improvements as necessary.

13.Examine and audit all school district accounts and review payment demands made against the
Board of Education.

14. Maintain and improve professional competence through pertinent workshops, seminars and
publications.

15. Attend county roundtables for district business officials, if requested by the School Business
Administrator.

16. Maintain membership in the New Jersey Association of School Business Officials and in Ocean
County Association.

17. Oversees and audits the food service operation.

18. Perform other tasks and assume additional responsibilities as assigned by the Superintendent
or by his or her designee.

TERMS OF EMPLOYMENT:

Twelve month contract. Salary and benefits negotiable.

EVALUATION:

Performance of this job will be evaluated in accordance with the provisions of the Board's policy on
Evaluation of Professional Personnel.

APPROVED: June 20, 2005

REVISED: January 31, 2007
December 20, 2012

BOARD APPROVED: December 20, 2012



