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Title: Executive Director, Office of Management and Budget 
Organizational Unit: Budget 
Bargaining Unit: Exempt  
Work Year: 244 Days 
 
 
Job Summary 
 
The Executive Director, Office of Management and Budget oversees the implementation of the financial 
plan and budget for the Anchorage School District under the direction of the Chief Financial Officer. The 
executive director analyzes budget data and outside financial issues and summarizes it for presentation. 
The position has a retirement association with the Public Employee’s Retirement System (PERS). 
 
Job Requirements 
 
The following are required: 
 

1. A bachelor’s degree in business administration, accounting, finance, or a closely related field.  
2. Five years of progressively responsible experience in management, budget development, and 

analysis.  
3. A strong financial systems background with proven experience in financial reporting systems and 

computer applications, as well as the ability to utilize and evaluate financial systems. 
4. Prior supervisory experience. 
5. A thorough knowledge of budgetary techniques, systems, and general budgetary preparation and 

control.  
6. A strong ability to analyze financial data and prepare reports. 
7. The ability to present financial information to a large group. 
8. Excellent written and oral communications skills, with proven ability to effectively communicate 

with all levels of the Anchorage School District, government, and public. 
 
The following are preferred: 
 

1. A master’s degree in business administration, accounting, finance, or a closely related field. 
2. Experience in a large organization. 
3. School-district budget preparation knowledge and experience. 

 
Essential Job Functions 
 

1. Directs the annual preparation and execution of the ASD financial plan and balanced budget. 
2. Develops directions for budget preparation at the department and school levels. Participates in 

planning and orientation to convey budget instructions, formats, and constraints. 
3. Conducts budget conferences with chief officers, division executive directors, department, and 

school administrative staff to review and ensure budget submission is in compliance with 
budgetary guidelines. 

4. Directs the analysis and development of budgetary information including staffing, salaries, 
employee benefits, and all other expenditures for the funds included in the financial document. 

5. Oversees the compilation of department and school budgets into consolidated form for the 
superintendent’s recommendation to the Anchorage School Board. 

6. Prepares and/or supervises the preparation of school board memoranda, statistical analyses, 
reports, and explanatory material for financial presentation/approval. 

7. Prepares the annual pro forma financial projection and draft board budget development 
guidelines based on population, student enrollment projections, local, state, and federal funding 
outlooks, employee staffing levels, wages and benefits, and other-than-personnel expenditures. 

8. Directs development of annual forecasts and costs of various initiatives. 
9. Monitors local, state, and federal legislation that may impact revenues and expenditures. 
10. Monitors state revenue projections and education funding opportunities and risks. 
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11. Oversees the publishing of the preliminary, approved, adopted financial plan and budget and the 
post-enrollment individual school report budgets. 

12. Directs compilation of districtwide personnel statistical data, including the funding of full-time and 
full-time-equivalent staffing levels and reporting of vacancies and attrition. 

13. Monitors periodic expenditure and personnel variance reports and the ongoing coordination of 
matching surplus with unfunded high value initiatives across ASD. 

14. Oversees position budgeting and control; authorizes staffing approvals to ensure current staffing 
levels are within budgetary constraints. 

15. Reviews and approves line item budget transfers and prepares necessary analyses, 
recommendations, and school board memoranda for any budget revisions. 

16. Oversees the implementation of the required adjustments following school board and assembly 
approval into the appropriate fund in the financial system and monitors the balanced budget 
system integrity across the year. 

17. Directs the review and monitoring of energy usage, prices, and market conditions for the purpose 
of periodically updating the annual and long term forecast of energy costs in school and facility 
budgets across ASD. 

18. Directs the review and monitoring of the district’s lease budgets, projected lease expenditures, 
space utilization, and lease contracts. 

19. Oversees the use of life cycle costing and cost effectiveness analysis to ensure that budgets and 
expenditures are focused on sustainable high value activities 

20. Manages the activities of Budget staff. Makes routine employment decisions by setting goals, 
monitoring performance, and taking appropriate follow-up actions. 

21. Identifies, evaluates, and executes financial best practices for cost effectiveness and quality 
control. 

22. Serves as a member of the Anchorage School Board Budget and Finance Committee and a 
representative of ASD on the Municipality Budget Advisory Commission. 

23. Evaluates local, state, and federal budget documents for ASD budget impact and communicates 
with the Budget and Audit Committee, superintendent, chief officers, and other division and 
department heads on legislative/budget issues. 

 
Physical/Mental Demands 
 
The physical demands of this job require frequent standing, walking, sitting, speaking, and hearing. 
Specific visual abilities are also required. The employee is regularly required to reach with his/her hands 
and arms and occasionally lift items weighing less than 40 lbs. Additionally, the employee must be able to 
communicate by oral and written means in an appropriate business manner and have cognitive skills to 
understand instructions, readily recall facts and details, handle conflict, and make effective decisions 
under pressure.  
 
The Anchorage School District is committed to providing reasonable accommodations, according to 
applicable state and federal laws, to all individuals with qualified physical or mental disabilities.  
 
Work Environment 
 
Work is performed in a professional environment with a wide variety of individuals having differing 
functions, personalities and abilities, including working with diverse groups of people in a variety of 
different settings.  
 
While performing the duties of this job the employee may be regularly exposed to a video display. The 
employee may be exposed to outdoor weather conditions. The noise level in the work environment is 
usually moderate.  
 
Additional Job Information 
 
This job description in no way states or implies that these are the only duties to be performed by the 
employee(s) in this position. Employees will be required to follow any other job-related instructions and to 
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perform any other job-related duties as requested by any person authorized to give instructions or 
assignments.  
 
Anchorage School District employees must possess the ability to read and write in English. This includes 
the ability to communicate in English with school staff, coworkers, and the public. Employees must also 
have the ability to comprehend and carry out oral and written directions and understand and follow 
English instructions and written documents. 
 
Offers of employment are contingent upon completion of a satisfactory criminal background check. 
 
The Anchorage School District is an Equal Opportunity Employer. 


