Revenue and Grants Specialist

New Position


Colonial heights city public schools

Position description summary form
TITLE:



REVENUE AND GRANTS SPECIALIST

QUALIFICATIONS:
Bachelor’s degree in Accounting or commensurate professional experience. 

Minimum three years of experience in accounting processing, reporting & management 
Knowledge of Generally Accepted Accounting Principles

Competency in Microsoft Office Suite and hands on experience with spreadsheets and financial reports

Demonstrated ability to establish and maintain effective working relationships with others.
Personal characteristics necessary for working with school personnel, private vendors, and the general public.

Demonstrated ability to interpret and apply policies and procedures. 

Ability to perform many of the assigned responsibilities independently.

REPORTS TO:
Director of Finance and Budget
SUPERVISES:


None

Job goal:     
The revenue and grants specialist will be responsible for the prompt and accurate processing and reconciliation of the school division revenue, accounts receivable and grants. The specialist will also manage the divisions health insurance plan and file timely all appropriate documentation for compliance. Regular attendance is an essential function of the position.
PERFORMANCE RESPONSIBILITIES:

1. Receives, records and reconciles the General Ledger for all Revenue payments and Accounts Receivables from State, Local, Federal and other sources. This includes any projects that the School Division serves as the Fiscal Agent.
2. Oversees grants received by the Division, including monitoring budget versus actual, budget transfers, reimbursement requests and timely grant reporting to funding authorities. Collaborate with the Instructional Services designee on the allowable and non-allowable expenditures. Maintain audit ready files and related supported documents meeting all governmental accounting standards and requirements.

3. Process budget transfers and grant reimbursements through State’s OMEGA System.
4. Oversee accurate and timely monthly accounting functions such as monthly close of revenue/receivables and journal entries and reconciliation of balance sheet accounts.
5. Assists the Director of Support Services with Medical Quarterly filing for administrative costs.
6. Coordinate the Divisions self-funded health insurance. Invoice, draft and receipt retiree payments.

7. Prepare and audit the ACA annual reporting.

8. Administers the Impact Aid Filing. Collaborates with the schools in the collection of data and reviews and analyzes the data.
9. Administers the Security Equipment Grant in collaboration with the Safety Audit Committee.
10. Prepares audit schedules and assists independent auditors with annual audit.

11. Coordinates and reconciles city appropriations with City Finance Director and Deputy Director.

12. Deposits checks and cash received by the School Administrative Office in the local financial institution.
13. Oversees the negative Student Accounts for Food Service Program.
14. Recommends ambitious ideas to design and improve systems and processes to make Revenue and Grants processes more efficient and seamless.
15. Identifies problems and barriers to successful work and initiates proposed solutions.

16. Maintains pertinent records in electronic data warehouse.

17. Reviews and recommends applicable VSBA policies and financial procedures.
18. Independently manages and performs other related tasks as assigned or required by the Assistant Superintendent of Business Services and Director of Finance and Budget.
PHYSICAL REQUIREMENTS: 
Involves limited physical tasks including lifting and involves operation of equipment such as computer, copiers,






accounting software applications, record keeping, and






calculators, etc.

TERMS OF EMPLOYMENT:
12-month contract, Business Office Specialist salary 






schedule as approved by the school board.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of 



the School Board policy on Evaluation of Personnel.
Date Reviewed:  March 2024

