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MANAGER OF FINANCIAL OPERATIONS (BOCES) 
 
DISTINGUISHING FEATURES OF THE CLASS:  This position is 
responsible for managing, directing, planning, organizing, 
developing, and overseeing the financial, investment, and payroll 
systems. This work is performed independently and under the 
general supervision of school executives. The incumbent is 
responsible for directing the preparation of the most complex and 
important financial reports required and for overseeing the 
investments and employee benefit fiscal function. This position 
involves using independent judgment within the framework of 
generally accepted accounting principles and relevant laws and 
rules.  Does related work as required.  
 
TYPICAL WORK ACTIVITIES:  (Illustrative only) 
 
Oversees and directs the administration of accounting, cash 

management, investment, real property tax collection, and 
payroll functions and oversees the employees involved in 
carrying out these fiscal activities insuring compliance with 
all state and federal laws; 

Plans, organizes, and directs the accounting functions;  
Maintains detailed accounting records showing the status of each 

appropriation (Education Law, Section 2122(1); 
Prepares budget status report and submits to the Board in 

accordance with Section 170.2(p) of Commissioner’s Regulations, 
or more frequently as required by the Board; 

Supervises and manages the staff of the Central Business Office, 
regarding day to day operations and reports to the school 
executives; 

Reviews, recommends and carries out financial policy changes, 
working closely with the school executives; 

Reviews and approves the accounting transactions of all financial 
software systems; 

Implements changes to the financial software system; 
Interprets and implements new accounting principles and 

applications and works closely with the school executives to 
insure that necessary changes in the financial management 
system are implemented; 

Oversees the payroll cycle responding to questions and problems of 
the staff performing the payroll-related duties; 

Analyzes the payroll system and assures that the payroll system 
complies with all federal, state and local laws and 
regulations; 

Reviews and recommends changes to the payroll system to more 
effectively and efficiently produce the payroll; 

Authorizes supplemental payments and repayments for overpayments; 
Integrates and reconciles accounting operations;  
Responsible for the financial integrity of the fiscal records of 

all funds and accounts, including capital projects; 
Administers the preparation of and reviews the correctness of the 

annual financial report to the New York State Comptroller and 
the New York State Department of Education. 
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MANAGER OF FINANCIAL OPERATIONS (BOCES) 
 
 
 
FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL 
CHARACTERISTICS:  Thorough knowledge of modern accounting 
principles and practices; ability to direct, prepare and maintain 
accounting records and reports; resourcefulness in applying 
accounting procedures and practices to problems encountered in 
work; ability to analyze accounting records and financial 
statements and to draw logical conclusions; good accounting 
judgment; thorough knowledge of investment instruments, payroll 
administration and related laws; good knowledge of computers; 
ability to work closely with and direct the work of others; 
ability to work closely with the organization assisting with 
problems and providing direction for accounting and tax principles 
and their effect on the financial management system. 
 
MINIMUM QUALIFICATIONS:  Graduation from a regionally accredited 
or New York State registered four-year college or university with 
a Bachelor's Degree in accounting or business administration and 
five years of experience in maintaining or auditing double-entry 
accounting records and payroll functions, two years of which must 
have been in Municipal or Fund activities. 
 
NOTE: Possession of a CPA, MBA or MPA Degree can be substituted for 
one year of the required five years experience. 
 
 
 
APPROVED: JUNE 22, 2006 
CIVIL SERVICE CLASSIFICATION:  COMPETITIVE 




