
 

January 2010 

Powhatan County Public Schools 
 
 

Job Title: Executive Director for Finance, Business Operations  
and Transportation 

 
FLSA Status: Exempt   Classification: Classified 
 
Reports to: Division Superintendent 
 
Summary 
Plans, organizes, directs, and supervises the fiscal activities of the school division in such a 
way so as to provide the best possible educational services within the available financial 
resources.  Provides support and leadership to the Director of Transportation, as well as help 
to oversee all aspects of school transportation budget.  Salary range $64,300-$95,800. 
 
Essential Duties and Responsibilities include the following.   

• Supervises the accounting and payroll systems necessary to insure the accurate and 
timely payment of accounts payable and payroll and to maintain accurate and 
compete financial records and reports. 

• Supervises all Transportation functions. 

• Monitors expenditures and revenues of the school division. 

• Analyzes present economic conditions of the school division and projects future fiscal 
requirements.  Presents reports and prepares recommendations to the Superintendent 
for fiscal and operational matters. 

• Assists the superintendent in the planning and preparation of the annual operational 
and capital budgets, as well as long-term planning in terms of community resources 
and needs.  Directs the preparation of the budgets through coordinated activity 
involving the administration and staff.  Reviews and evaluates materials to ensure 
adherence to budgetary guidelines. 

• Serves as Deputy Fiscal Agent. 

• Supervises, through direct action and delegated responsibility, business operations, 
purchasing, insurance and benefits, pay, compliance reporting, and internal audits. 

• Prepares policy recommendations regarding business operations and changes resulting 
from Federal, state, and agency regulations. 

• Reviews, explores, and initiates changes to status quo as cost saving alternatives. 

• Reviews and approves all purchase requisitions for Transportation. 

• Researches and prepares specifications for purchases involving large dollar items and 
special projects.  Stays current with new equipment, materials and supplies, 
technology, and services.  Utilizes various purchasing consortiums, eVA, and the state 
department of general services. 

• Represents the school division at appropriate local, regional, state and national 
meetings, serving on committees at the regional, state, and national level.  Keeps 
informed about current trends and practices in school business and related areas. 

• Maintains the petty cash fund. 

• Performs any other duties that may be assigned by the Superintendent, or designee. 
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Qualifications 
Registered School Business Administrators Certification preferred. 
Minimum of five (5) years of supervisory experience with knowledge and experience in the 
overall operations of a school division.   
 
Education  
Minimum Bachelor’s Degree in Business/Finance, Master’s preferred.  
 
Language Skills 
Ability to read and interpret documents and procedure manuals.  Ability to write routine 
reports and correspondence.  Ability to speak effectively before large groups. 
 
Reasoning/Other Abilities 
Ability to work as a manager to create and delegate assignments. 
Ability to apply common sense understanding to carry out simple one-or-two step 
instructions.   
Ability to deal with standardized situations with only occasional or no variables. 
Ability to follow written and verbal directions and give direction to others. 
Ability to complete assigned tasks with mionimal supervison. 
Ability to read, write and do complex computations. 
Ability to organize office setting to efficiently accomplish tasks. 
Ability to work independently and make work-related decisions. 
Ability to exercise good judgement in prioritizing tasks and directing staff. 
Ability to handle confidential information. 
Ability to plan and direct a variety of programs associated with Transportation. 
 
Physical Demands 
While performing the duties of this job, the employee is frequently required to stand and talk 
or hear.  The employee is occasionally required to walk; sit; and use hands to finger, handle, or 
feel.  The employee must occasionally lift and/or move up to 10 pounds.  Specific vision 
abilities required by this job include close vision, and ability to adjust focus. 
 
Work Environment 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  The 
noise level in the work environment is usually quiet. 
 
Evaluation 
Performance on this job will be evaluated in accordance with school board policy and 
administrative regulations on evaluation of classified personnel. 
  _____________________________________________________ 
By signing this document, I agree to perform the above duties in a professional and proficient manner. 
 
________________________________    ________________________ 
Employee Signature      Date 
 
________________________________ 
Print Name     


