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   Director of Fiscal Services 

Organization: Tri-Cities ROP 

 Career Technical Education 
 Whittier, CA 

 
Work Days:  MTWThF Full Time 40 hours/wk 

 
Salary range is $8,426 - $10,753 monthly 

 
Start Date:  Immediate Opening 

 
Job Description:  
 
Plan, manage, direct, organize, and control the fiscal operations of 
ROP; prepare, develop, monitor, and administer the ROP budget 
and related policies and controls; development and maintenance of 
accounts; direct payroll and accounting functions; development 
and revision of processes; provide financial analysis to the 
Superintendent and Governing Board. 
 

Requirements/Qualifications:  
 
Bachelor’s degree in accounting or business administration.  Five 
years increasingly responsible experience in the administration of 
budgets and accounting activities.  Two years in a supervisory 
capacity.  Public school experience desired.  CPA Experience 
highly desired.  Knowledge of the BEST Accounting System.   
Valid California Driver’s License. 
 

Typical Responsibilities 
 
 Administration and review of required waivers, licenses, agreements, 

memoranda of understanding, or other contracts for legal compliance 
and fiscal oversight 

 Advise the Superintendent of unusual trends or problems and 
recommend appropriate corrective action 

 Analyze fiscal, budgetary, and financial data (e.g., journals, general 
ledgers of financial transactions, reports, data, etc.) to determine 
accuracy of fiscal and financial records within established parameters 

 Assure proper financial management of ROP funds, including the 
general fund, revolving cash account, and other funds 

 Audit financial records to ensure operations are adhering to accounting 
and purchasing standards and practices 

 Coordinate activities and programs, resolve issues and conflicts, 
exchange information, develop fees for services, develop complex 
budgets and enhance budget control 

 Conduct research and analyze data to make or revise fiscal policies and 
procedures 

 

Typical Responsibilities (continued) 

 
 Coordinate the process of a variety of fiscal information, files and records 

(e.g., ancillary, general statistical, and cost records, payroll/retirement, 
accounts payable, general accounting, etc.) to ensure up-to-date 
reference and audit trail for compliance 

 Develop and implement budget guidelines, timelines, policies and 
projections. Develop and implement intermediate and long-range income 
and expenditure projections 

 Direct the preparation and maintenance of mandated and requested 
reports related to budget control, financial statements, accounts payable 
and accounts receivable; submit or present reports to the Board, 
administrators or appropriate local, state, or federal agency 

 Direct the preparation of vendor payments, collection and posting of 
revenues, and reconciliation of ROP accounting records; approve vendor 
payments, ensuring payments are properly processed according to 
established procedures 

 Directs year-end closing of accounts; closing files and completing 
records to ensure year-end accountability 

 Establish, implement, and revise changes in the systems, and in the 
goals and priorities; evaluate effectiveness of department operations 

 Maintain ancillary general, statistical, and cost accounting records for the 
purpose of updating information and/or recommending final action in 
compliance with accounting requirements 

 Maintain cash controls; prepare and update cash flow projections 

 Manages account code classification of income and expenditure items 

 Monitor and audit the accounting and financial record management and 
reporting functions to assure established operational procedures and 
guidelines are followed 

 Monitor income and control expenditures assuring compliance with 
established budgetary guidelines 

 Monitors financial reporting and record-keeping and accounts payable 
and receivable 

 Plan, organize, and control ROP budgets annual budget development  

 Plan, organize, and implement long- and short-term activities designed to 
enhance budgets, financial and accounting programs. 

 Prepare a variety of written materials, (e.g., reports, transmittals, letters, 

etc.) for the purpose of documenting activities, providing written 
reference, conveying information, and complying with financial, legal, 
and administrative requirements 

 Provide technical expertise, information, and assistance to the 
Superintendent and Leadership regarding ROP budgets, accounting 
activities, and fiscal matters to assure accounting procedures meet fiscal 
account requirements 

 Select, train, and supervise assigned personnel; arrange employee 
schedules, assign duties, evaluate performance, and discipline 

 Serve as a liaison between ROP and LACOE and other authorities 

 Supervise the billing process of services provided by ROP to ensure 
allocations are accurate, related revenues are generated, expenses are 
within budget limits, and fiscal practices are followed 

 Support the District Strategic Plan and the Board/Superintendent 
Priorities 

 Perform related duties as assigned 


