Beal City Public Schools
Business Manager

Process payroll

A/P’s associated with payroll

Track employee leave time

Quarterly 941’s

Quarterly Medicaid billing report

Administer employee benefits

Retirement reporting

Worker’s compensation reporting and billing
Maintain employee files

Criminal history documentation
Deposit and track athletic gate receipts

Prepare budget

Monitor budget

Prepare budget amendments

Prepare monthly trial balance

Balance cash monthly

Prepare monthly financial reports for board and administrators
Manage investments

Prepare for year end audit

Prepare MD&A for audit

Year end FID reporting

Financial reporting to state

    
Consolidated application budget info. (Title funds)

Transportation expenditure report to state


Special Education expenditure report to state

Final expenditure reports for Title funds


Vocational Education reporting

Prepare student count documentation

Verify MSDS
REP reporting
Attend all board meetings.  Take notes to back up Carrie.

Attend all negotiation meetings

Maintain file documentation of board updates
Other duties as assigned by supervisor

Carrie and I back one another up in the office.  We try to make sure that one of us is there whenever the office is open.  If neither of us can be there, we make arrangements for a substitute.  Most generally during the school year Carrie works from 7:30 – 3:30 and covers the buses in the morning.  I work 8:00 – 4:00 to cover the buses at the end of the day.

