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1085 EDUCATIONAL BUSINESS MANAGER
TP-1701

INTRODUCTION

The Department of Defense Education Activity (DoDEA) is a major Department of the Defense
(DoD) field activity with worldwide scope. DoDEA delivers, in military communities
worldwide, exemplary educational programs that inspire and prepare all students for success in a
global environment. The Domestic Dependent Elementary and Secondary Schools (DDESS),
located within the continental United States as well as Guam and Puerto Rico, and the
Department of Defense Dependents Schools (DoDDS), located in foreign areas, provide a
preschool through grade 12 educational program that inspires and prepares all students for
success in a global environment. DoDEA is one of the largest, most diverse and geographically
dispersed school jurisdictions. All schools in DoDEA are fully accredited and the DoDEA

educational program consistently rates at or near the top in comparison with other school
systems.

As a senior member of the District Superintendent’s Office (DSO) staff, the Education Business
Manager is responsible for managing, supervising, and providing substantive analytical and
administrative support in the formulation, programming, planning, and execution of financial,
logistical, and educational support services for schools in a district.

SUPERVISORY CONTROLS

The incumbent works under the general supervision of the District Superintendent, who defines
work by assigning deadlines and goals. The employee works independently to plan and carry out
the assignment and resolve problems and issues as they arise. Informs the supervisor of unusual
problems or difficulties encountered, particularly when controversial actions are involved. The
supervisor evaluates completed work in terms of the final impact of program performance on
achievement of financial and logistics goals, technical adequacy and accuracy of plans and
proposals, and overall responsiveness and efficiency of support provided to the educational
program.

MAJOR DUTIES AND RESPONSIBILITIES

Responsible for planning, execution and coordination of all aspects of the district’s financial
support for a variety of programs supporting the educational mission. Collects, analyzes,
verifies, consolidates, and submits operating budget estimates and projections for the district;
monitors budget execution, conducts periodic financial reconciliations, maintains documentation
supporting budget actions, reports budget activities timely and in the appropriate format,
identifies budget surpluses and recommends reprogramming as needed. Administers the
district’s funds and manages the budgets for temporary duty (TDY) and travel for educational
purposes (e.g., for participation in extra-duty activities). Performs management services,
maintains documentation, and performs or coordinates activities unique to education-specific
funds, such as teacher tuition assistance and extra-duty compensation. Evaluates the financial
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operations of the district schools with emphasis on tuition collection, enrollment and eligibility,
and student activity funds to ensure compliance with applicable directives and management
controls techniques. Trains and supports district program managers, school administrators, and
staff in functions necessary to support quality education programs, to include conducting on-site
assistance visits when required. Plans, develops, and submits financial proposals to continually
monitor and improve district financial policies, processes, procedures, and techniques.

Manages, supervises, coordinates, monitors, evaluates, and reports on the status and
effectiveness of a broad array of logistics functions to support educational programs. Conducts
short- and long-term studies to recommend revised policies, programs, and procedures for
logistical support. Develops, implements, and monitors operating procedures for the district.
Provides training, advice, and assistance to district staff- and school-level customers on logistical
support services, which include, but are not limited, to the following:

Manages the negotiation, coordination, and monitoring of Inter-service Support Agreements and
other agreements for support by the military departments or other customers, resolving issues as
they arise or referring them to the appropriate office. In coordination with guidance established
by the military or central procurement authority, monitors, records, and evaluates the
effectiveness of contractual services provided within the district.

As the district’s educational support manager, serves as point of contact for the facilities
maintenance program. Assists in the coordination of the annual review and update of the five-
year school facility improvement plan and other maintenance schedules (e.g., the summer
maintenance schedule); develops and proposes priorities for unfunded facility maintenance,
repair, construction, or renovation projects; monitors funding and studies the cost-effectiveness
of facilities management actions; ensures billings are accurate and charged to the correct
account; coordinates with the appropriate officials to ensure the procurement, distribution, repair,
and maintenance of equipment; conducts or participates in on-site surveys of school facilities to
ensure maintenance, safety, fire hazard, and other requirements are met; represents DoDDS on
the Commander’s Facilities Update Committee.

Supervises and manages the material management program for the district, including operation
of the automated supply system. Provides direction, training, and support to district- and school-
level supply personnel; conducts or oversees inventories and inventory management, and
manages and maintains or ensures the maintenance of accountability for school supplies and
equipment. Oversees the redistribution, or “excessing” or surplus property and unserviceable
accountable property.

In coordination with the military community and the Transportation Management Office
supports the school transportation program. Conducts the annual review of school zones,
proposing boundaries, service areas, and pickup-points. Monitors, studies, and reports on
transportation costs and the cost-effectiveness of transportation services and monitors and reports
on the operational effectiveness of transportation carriers.
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Manages the district’s school support team providing functional authority and focal point for
general administrative services such as safety, security, records management, cost reduction,
space utilization, reports and surveys (including educational needs assessment surveys), Freedom
of Information Act, Privacy Act, management controls, and community relations. Oversees the
School Substitute Program, Key Control Program, Safe Schools Program, School Advisory
Committee/Installation Advisory Committee training, and other similar services. Makes
arrangements for conferences, seminars, on-site visits, and staff development sessions. Serves as
the district’s general office manager, performing such functions as initiating requests,
establishing office procedures, and designing and implementing standard or customized office
automation processes. Attends meetings, conferences, seminars, etc., and represents the District
Superintendent in assigned areas of responsibility.

Performs a full range of first-level supervisory responsibilities. Plans work to be accomplished
by subordinates, sets and adjusts short-term priorities, and prepares schedules for completion of
work. Assigns work to subordinates based on priorities, selective consideration of the difficulty
and requirements of assignments, and the capabilities of employees. Develops performance
standards and evaluates work performance of subordinates. Gives advice, counsel, or instruction
to employees on both work and administrative matters. Interviews candidates for positions in
the unit and makes selection. Hears and resolves informal complaints from employees, referring
group grievances and more serious unresolved complaints to a higher level supervisor or
manager. Effects minor disciplinary measures, such as warnings and reprimands, recommending
other action in more serious cases. ldentifies developmental and training needs of employees,
providing or arranging for needed development and training. Finds ways to improve production
or increase the quality of the work directed

Performs other duties as assigned.
OTHER SIGNIFICANT FACTS

Incumbent will be required to respect the privacy and sensitivities of students and parents by
controlling and restricting personal information to those with a need to know.

The incumbent may be required to travel by military and/or commercial aircraft, land, or sea
transportation to a variety of stateside and/or overseas locations for meetings and conferences.
The incumbent may be subject to a variety of environmental conditions to include the potential
for exposure to acts of terrorism.
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