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OTHER DUTIES: 
Perform related duties as assigned. 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Administration of the Business Services Division. 
Budget preparation and control. 
School business management including finance, facilities acquisition, construction and 
maintenance, risk management, transportation, child nutrition services, purchasing and warehousing 
and inventory control and others as assigned.  
Applicable laws, codes, regulations, policies and procedures affecting school business operations. 
Oral and written communication skills. 
Principles and practices of administration, supervision and training. 
Interpersonal skills using tact, patience and courtesy. 
 
ABILITY TO: 
Plan, organize, and administer the successful implementation of the Business operations of the 

District. 
Interpret, apply and explain rules, regulations, policies and procedures. 
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PHYSICAL DEMANDS: 


