
OFFICE OF THE SUPERINTENDENT 
Millburn Public Schools 

 
INFORMATION ITEM 
April 25, 2011 
 
To:  Board of Education Members 
 
From:  Ellen E. Mauer, PhD 
 
Subject:   Replacement of Business Manager 
 
  
 As you know, Mary Taylor has accepted another position with another 
district leaving us with a need for a business manager.  The BOE has 
previously discussed going back to an accountant model.  At this time, the 
BOE should discuss what information they will need to be able to determine 
whether or not they want to continue with a business manager, go back to 
using an accountant, or find some other solution. 
 
 I have included an article called “Determining the Need for a School 
Business Manager”, a list of the Lake County Schools who have/do not have 
business managers, and a job description for our business manager.  In 
looking at the job description for what an accountant might typically be 
asked to do, it would be numbers 2, 4, 5 (minus the investment part), 11, and 
13 of the current business manager description.  They would also assist with 
9, the levy.   



 
MILLBURN SCHOOL DISTRICT 24 

 
Title:  Business Manager 
 
Qualifications:   
1. Illinois Type 75 Certification – Administrative Certification 
2. Chief School Business Official Endorsement 
3. A minimum of 2 years in an Educational Leadership Position 
4. Such alternatives to the above qualifications as the Board may find 

appropriate and acceptable 
 
Reports To: Superintendent  
 
Supervises: Staff members designated by the Superintendent 
 
Job Goal: To plan, coordinate and supervise the operation of the 

financial services office to promote overall efficiency of 
the school system and its finances so as to provide 
inspiring educational opportunities for all students.  

 
Performance Responsibilities: 
1. Provide overall coordination and leadership to district personnel and 

programs related to business services. 
2. Coordinate the development and implementation of the budget for all 

funds in accordance with the Illinois School Code. 
3. Ensures the district mission statement, belief statements, vision 

statements, and district goals and priorities are embedded in all 
business office functions and decisions. 

4. Administers the district insurance (property, liability, school board 
legal, and workers compensation), the employee fringe benefit 
programs, and the district risk management program. 

5. Oversees the overall financial operation of the district including 
accounts payable and payroll functions, local, state, and federal 
financial reports, and investing district monies according to Board 
policy. 

6. Develops regular and periodic financial projection reports for the 
Board. 

7. Provides guidance in the preparation of specifications to secure 
quotes and bids as required by Illinois School Code. 

8. Administers inventory control program for the district contents, 
supplies, and other equipment. 

9. Responsible for the preparation and presentation of the annual tax 
levy and filing of the tax levy request with the county officials. 

10. Administers a program of personnel management for all employee 
groups as well as verifying the completeness of all employee 
conditions of employment. 

11. Prepares all contracts for extra-curricular assignments and all other 
employee assignments requiring additional pay. 

12. Collaborates and establishes partnerships with community members, 
community agencies, and governmental agencies to respond to 
diverse community interest and needs. 

13. Performs all other duties, which are necessary to ensure the proper 
functioning of the business office as assigned by the Superintendent. 

 
Terms of Employment: 

Salary to be established by the Board of Education on an annual 
basis 
12-month work year   

 
Evaluation: 

Performance of this job will be evaluated in accordance with 
provisions of the Board’s policy on Evaluation of Administrative 
Personnel. 

 











District District 
population 

NO YES 

Winthrop 
Harbor 

293 X  

Beach Park 2561  X 
Zion 2694  X 
Emmons 354  X 
Antioch 3104  X 
Grass Lake 206  X 
Gavin 1006  X 
Big Hollow 1518  X 
Lake Villa 3245  X 
Grayslake 4232  X 
Woodland 6909  X 
Gurnee 2228  X 
Lake Bluff 968  X 
Lake Forest 2146  X 
Oak Grove 1021  X 
Libertyville 2609  X 
Rondout 164 X  
Hawthorn 3862  X 
Mundelein 1902  X 
Diamond Lake 1204  X 
Fremont 2158  X 
Kildeer 3282  X 
Aptakisic 1950  X 
Lincolnshire 1651  X 
Bannockburn 190  X 
Deerfield 3117  X 
North Shore 
112 (HW & HP) 

4537  X 

 
I did not include high school or unit districts since they all have them.   
 
All YES marks indicate full time positions.   
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