)A & DEER VALLEY NON-IBN ADDENDA JOB DESCRIPTION
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/
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TiTLE/POsITIoN nterim Director | Finance
SUPERVISOR Deputy Superintendent of Fiscal & Business Services
EVALUATION Deputy Superintendent of Fiscal & Business Services

CERTIFICATION REQUIREMENTS Must have a authorization to work in the United States as defined by the Immigration Reform Act of 1986.

ADDITIONAL REQUIREMENTS

QUALIFICATIONS Specific requirements determined by supervisor.

TERMS OF ADDENDA  Addenda/Extra Duty employment is term specific with no right of continuation. Remuneration is per the Board approved schedule. The
administrator has the right to recommend a pro-rated addenda/extra-duty stipend based on completion of responsibilities. Should you be unable
to fullfill your contractual obligation, the amount will be pro-rated upon actual days completed.

ADDENDA TYPE % [T Fiat Rate NOTES: §10.861.18
S Per Diem
2 []Formula
ITEMS REQUIRED
AT THE START OF DUE DATE: 4/3/2023 EMPLOYEE SIGNATURE:
PROGRAM COMPLETION DATE: 6/30/2023
1.Perform all duties and responsibilities in an exemplary manner 8. Prepares deposits for funds except Food Services and Student Activities
2. Prepare revenue and expenditure budgets for all funds 9. Reconcile all bank accounts
3. Manages Accounts Payable and Finance 10. Reconciles County Treasure's cash balances to District records
4. Maintains District Chart of Accounts 11. Develops budget for above responsibility areas
5. Prepares correcting journal entries for all funds 12. Develops and maintains appropriate records/procedures for above responsibilities
6. Prepares County journal entries for all funds 13. Must be accessible throughout the workday for administrators
7. Maintains accounts receivable
ITEMS REQUIRED
AFTER THE START DUE DATE: EMPLOYEE SIGNATURE:
OF PROGRAM COMPLETION DATE:
Ef“é'gmﬁ‘ég:gﬁ%l: EMPLOYEE SIGNATURE:
PROGRAM PUE DATE: COMPLETION DATE:
COMPLETION OF ADDENDA SUPERVISOR SIGNATURE DATE

**Your employment is "at will" and may be terminated by the District, or by you, with or without cause. Termination shall become effective upon Board action. No legitimate expectation of
continued employment is created by this notice of appointment, understandings with the District or its agents, interpretations of Board policies, salary/compensation schedules, job descriptions or
documents generated by the District.



	Title:  Interim Director I Finance
	Supervisor: Deputy Superintendent of Fiscal & Business Services
	Evaluation: Deputy Superintendent of Fiscal & Business Services
	Certification: Must have a authorization to work in the United States as defined by the Immigration Reform Act of 1986.
	Additional: 
	Qualificatoins: Specific requirements determined by supervisor.
	Flat: Yes
	Per Diem: Off
	Formula: Off
	Notes: $10,861.18          
	Start 1: 1.Perform all duties and responsibilities in an exemplary manner
	Start 2: 2. Prepare revenue and expenditure budgets for all funds
	Start 3: 3. Manages Accounts Payable and Finance
	Start 4: 4. Maintains District Chart of Accounts
	Start 5: 5. Prepares correcting journal entries for all funds 
	Start 6: 6. Prepares County journal entries for all funds
	Start 7: 7. Maintains accounts receivable
	Start 8: 8. Prepares deposits for funds except Food Services and Student Activities
	Start 9: 9. Reconcile all bank accounts
	Start 10: 10. Reconciles County Treasure's cash balances to District records
	Start 11: 11. Develops budget for above responsibility areas
	Start 12: 12. Develops and maintains appropriate records/procedures for above responsibilities
	Start 13: 13. Must be accessible throughout the workday for administrators 
	Start 14: 
	Start Due: 4/3/2023
	Start Complete:  6/30/2023
	After Due: 
	After Complete: 
	After 1: 
	After 2: 
	After 3: 
	After 4: 
	After 5: 
	After 6: 
	After 7: 
	After 8: 
	After 9: 
	After 10: 
	After 11: 
	After 12: 
	After 13: 
	After 14: 
	Revision Date: 
	Done Due: 
	Done Complete: 
	Done 1: 
	Done 2: 
	Done 3: 
	Done 4: 
	Done 5: 
	Done 6: 
	Done 7: 
	Done 8: 
	Done 9: 
	Done 10: 
	Done 11: 
	Done 12: 
	Done 13: 
	Done 14: 


