
GUILFORD COUNTY SCHOOLS JOB DESCRIPTION 

 

JOB TITLE:  BUDGET TECHNICIAN – CAREER & TECHNICAL EDUCATION 

 

GENERAL STATEMENT OF JOB  
 

 

Under general supervision performs a large variety of complex fiscal, budgetary, administrative, 

and secretarial duties requiring a keen awareness of all aspects of Career Technical Education 

(CTE) Department Program.  Work involves managing multiple budgets and databases, 

maintaining complex accounting systems, generating budgetary reports, providing informational 

data, maintaining numerous hard-copy and computerized records and files, handling a large 

volume of routine telephone inquires from teachers, principals, and the general public, and 

drafting a variety of informational documents, spreadsheets and correspondence using a variety 

of word processing, spreadsheet, and file maintenance programs.  Additionally, responsible for 

asset management and inventory control in accordance with local, state, and federal regulations.  

Regular situations occur requiring discretionary judgment, analysis and independent action.  

Reports to the CTE Executive Director and Director of Secondary Pathways of Career-Technical 

Education. 

 

 

SPECIFIC DUTIES AND RESPONSIBILITIES 

 

ESSENTIAL JOB FUNCTIONS 

 

Acts as a point of contact for the CTE department in telephone calls and visitors; facilitates 

problem solving; gives out detailed information regarding department activities and programs; 

refers calls or visitors to appropriate CTE staff.  Make appointments for CTE Executive Director 

and Director of Secondary Pathways.  Screens and routes materials according to content of 

communications; which requires detailed knowledge of organizational operations and individual 

staff member’s assignments and status of work.  Communicates with public to answer questions 

and maintains positive customer relations. 

 

Assists the CTE Executive Director, Director of Secondary Pathways, Director of Business 

Partnerships, Coordinators of Business Partnership/Internship, Coordinator of Dual Enrollment 

by preparing the necessary paperwork to support professional learning conferences and events. 

 

Establishes and maintains financial databases, spreadsheets, and daily balances for all Career 

Technical Education (CTE) categorical fund expenditures, staff development/travel 

reimbursements, substitute teacher payroll by budget code, school, CTE program area, CTE 

course, teacher, and description of items ordered for departmental planning, management 

purposes and federal audit requirements. 

 

Uses a variety of mathematical skills; summarizes CTE fiscal and budgetary information; 

prepares charts, graphs and reports required for annual application for State and Federal 

categorical funds. 
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Reconciles monthly reports from Finance for multiple categorical CTE budget codes to verify 

accuracy of transactions and takes appropriate steps to make corrections as needed to ensure that 

Federal and State funds are utilized to full capacity while not exceeding annual allotments.  

Assists in monitoring departmental or program budgets, gathers pertinent data, analyzes requests, 

and processes technical information. 

 

Assists the CTE Executive Director and/or Director of Secondary Pathways by preparing budget 

transfer requests when needed to ensure sufficient funds for expenditures are in the appropriate 

budget line.  Approval by the CTE Executive Director and/or Director of Secondary Pathways, 

submits budget transfer requests to Finance.  Summarizes data from various budget codes into 

comprehensive reports with limited instructions as required for auditing purposes of categorical 

funds and continued funding. 

 

Prepares and processes over 3,000 financial transactions annually including purchase orders, 

travel and staff development reimbursements, contracts, repairs of specialized CTE equipment, 

positions, etc. for budgets in excess of $22 million. 

 

Maintains records of numerous transactions according to individual fund accounts; receives 

copies of invoices, financial statements and/or related fiscal records.  Documents are prepared 

and submitted to Finance. 

 

Audits substitute payroll reports for budget code errors, contacting appropriate staff in Finance 

for corrections as needed. 

 

Reviews and verifies purchase requisitions are accurate and complete with required 

documentation to ensure that appropriate acquisition procedures are followed by CTE 

department.  Tracks the progress of all CTE orders by budget code and maintains a detailed 

summary spreadsheet which includes date sent to purchasing, date purchase order issued, date 

order received, date invoice received and date order paid.   

 

Contacts vendors to obtain price quotes, status of outstanding orders, and resolve any issues or 

concerns regarding an order or the product. 

 

Confirms all items received as ordered, prepares documentation of incoming orders for 

distribution to offices and school sites.  Submits signed approval documentation and invoice to 

accounts payable for processing payment. 

 

Maintains and updates the inventory system detailing all equipment owned by GCS CTE 

teachers in high schools and middle schools.  

 

Maintains and updates the inventory system detailing all computer labs by GCS CTE teachers in 

high schools and middle schools.  

 

 

Maintains files of all CTE fixed asset acquisitions, adjustments, changes, transfers, and retired 

assets. 
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Performs and verifies data entry of acquisitions and other changes into the CTE inventory 

system. 

 

Performs on-site inventory audits at various times throughout the school year at CTE high 

schools and middle schools. 

 

Prepares and reconciles year-end inventories for all CTE high school and middle school 

locations and makes necessary reporting adjustments in accordance with State of North Carolina 

and the Guilford County School System. 

 

Reviews/audits payments on vendor accounts processed by accounts payable. Verifies vendor 

information, invoice data and account codes. 

 

Prepares appropriate documents, including requisitions, quotes etc. for the purchase of materials, 

supplies and equipment according to applicable laws, rules, procedures and regulations of the 

State of North Carolina and the Guilford County School System 

 

Conducts inventory of software, hardware, school and classroom documentation as required. 

 

Works closely with vendors to maintain pricing schedules, quotes and tracking order status for 

all CTE orders and resolving issues with any CTE order through communication with venders.  

 

Receives, inspects for accuracy with purchase order, and prepares all documentation of incoming 

orders for distribution to offices and all CTE high school and middle school sites.  

 

Archives five years prior purchase orders for purposes of record keeping, inventory queries, 

warranty information or any inquiries that develop.  

 

Develops and maintains a spreadsheet reflecting outstanding purchase orders for CTE Executive 

Director and/or Director of Secondary Pathways to take corrective actions required to prevent  

reversions of Federal and State funds and to ensure instructional equipment and supplies are 

delivered on time.   

 

Identifies CTE purchase orders which may contain items that need to be classified as fixed 

asset(s) and/or federal inventory.  Contact Fixed Asset Department for any fixed asset and/or 

federal asset tags not received or any issue with the tagging of the equipment.   

 

Travels to site locations for on-site tagging of fixed asset/federal CTE equipment for inventory 

tracking purposes. 

 

Maintains files of all fixed asset acquisitions, adjustments, changes, transfers, and retired assets.  

This includes but is not limited to spread sheets for all federal equipment. 

 

Manages data spreadsheet of all expenditures of the Procurement cards issued to Career 

Technical Education.  Reconciles monthly procurement card bank statement with internal 
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expenditure report.  Prepares report and submits to proper personnel in Finance.  Provide 

documentation as requested for required annual audits. 

 

Conducts inventory of software, hardware, school and classroom documentation as required. 

 

Inputs order information for all computer labs scheduled for replacement in the middle and high 

schools each year. 

 

Manages any extended employment agreements as needed for CTE teachers and staff to include 

entering agreements into the online system for approval process, maintaining data spreadsheet of 

contract dates, months-of employment used, dates of partial and complete payments.  Receives 

time sheets, verify hours worked with extended employment contracts and submit CTE Director 

and/or CTE Executive Director’s approval letter to Payroll for payment. 

 

Reconciles monthly state salary report with CTE teacher roster and school CTE allotments to 

verify that teachers are paid from the correct code.  Identifies gaps in employment and contacts 

payroll, staffing, and/or school to verify any inaccuracies and drafts a report for CTE Executive 

Director and/or Director of Secondary Pathways to ensure maximum use of funds allotted to 

CTE by the State. 

 

Manages requests from schools and 320 active CTE teachers for the CTE office to pay for 

substitutes for CTE teachers to attend training, staff development, Career Technical Student 

Organization (CTSO) competitions, or conferences to enhance CTE instruction. Verifies 

substitutes names, rate of pay, number of days, etc.  Provides correct budget code to Payroll and 

enters funding data into spreadsheet of appropriate funding source.   Interface with NC DPI to 

support teacher conferences or sponsored events. 

 

Manages requests for repairs of specialized CTE equipment and prepares documentation for CTE 

Executive Director and/or Director of Secondary Pathways approval.  Contacts vendors for  

estimates, prepares requisitions for approval, schedules service, obtains invoice after service is 

completed, submits documentation to Accounts Payable for payment, enters funding data into 

spread sheet by appropriate budget code. 

 

Receives and reviews incoming mail.  Prioritizes and routes mail to appropriate CTE staff; 

handles routine correspondence and independently drafts appropriate replies for approval of the 

CTE Executive Director and/or Director of Secondary Pathways.  Responds as needed to 

inquiries to other departments or stakeholders.  Answers questions from employees concerning 

policies, procedures or deadlines; explains the use or records or information. 

 

Processes information using a variety of word processing, spreadsheet and file maintenance 

software and programs which requires the use of a variety of advanced formats for preparing 

CTE correspondence, reports, information and data packets required for continued funding.  

Work includes responsibility for accuracy of financial data, spelling, punctuation, format and 

grammar. 

 

Prepares payroll turnaround document and related paperwork for department. 
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Maintains personnel files for over 320 active CTE teacher, including documents related to 

employment, licensure, and industry certifications.  

 

Files and retrieves materials based on full knowledge of organization and activities. 

 

Maintain archive files by fiscal year of all financial documents five years or older. 

 

ADDITIONAL JOB FUNCTIONS  

Performs other related work as required 

 

 

MINIMUM TRAINING AND EXPERIENCE 

 

Associate degree in accounting, business administration, or related field with 6 years of 

experience or high school diploma with at least 10 years of experience in financial, and 

administrative work, including office management.  Must be proficient in the use of word 

processing and spreadsheet applications.   

 

 

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED 

TO PERFORM ESSENTIAL JOB FUNCTIONS 

 

Physical Requirements:  Must be able to use a variety of automated office equipment such as 

computers, copiers, typewriters, calculators, etc.  Must be able to exert a negligible amount of 

force frequently or constantly to lift, carry, push, pull or otherwise move objects.  Due to amount 

of time spent standing and/or walking, physical requirements are consistent with those for Light 

Work. 

 

Data Conception:  Requires the ability to compare and/or judge the readily observable, 

functional, structural, or composite characteristics (whether similar to or divergent from obvious 

standards) of data, people or things. 

 

Interpersonal Communication:  Requires the ability to speak and/or signal people to convey or 

exchange information.  Includes receiving instructions, assignments and/or directions from 

superiors. 

 

Language Ability:  Requires the ability to read a variety of correspondence, reports, handbooks, 

forms, lists, etc.  Requires the ability to prepare correspondence, reports, forms, charts, etc., 

using prescribed format. 

 

Intelligence:  Requires the ability to apply rational systems to solve practical problems and deal 

with a variety of concrete variables in situations where only limited standardization exists; to 

interpret a variety of instructions furnished in written, oral, diagrammatic, or schedule form.  

Must be able to continually prioritize duties to meet department deadlines and continue external 

requests. 
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Verbal Aptitude:  Requires the ability to record and deliver information, to explain procedures, 

to follow oral and written instructions.  Must be able to communicate effectively and efficiently 

in standard English. 

 

Numerical Aptitude:  Requires the ability to utilize mathematical formulas; to add and subtract; 

and to utilize decimals and percentages. 

 

Form/Spatial Aptitude:  Requires the ability to inspect items for proper length, width and 

shape. 

 

Motor Coordination:  Requires the ability to coordinate hands and eyes rapidly and accurately 

in using office equipment. 

 

Manual Dexterity:  Requires the ability to handle a variety of office machines, etc.  Must have 

minimal levels of eye/hand/foot coordination 

 

Color Discrimination:  Requires the ability to differentiate between colors and shades of color 

to prepare data charts promotional materials. 

 

Interpersonal Temperament:  Requires the ability to deal with people beyond giving and 

receiving instructions.  Must be adaptable to performing under stress and when confronted with 

persons acting under stress. 

 

Physical Communication:  Requires the ability to talk and hear: (Talking: expressing or 

exchanging ideas by means of spoken words.  Hearing: perceiving nature of sounds by ear).  

Must be able to communicate via telephone. 

 

 

KNOWLEDGE, SKILLS AND ABILITIES 

Thorough knowledge of the operations and activities of the department. 

 

Thorough knowledge of and ability to use grammar, vocabulary, spelling, and punctuation. 

 

Thorough knowledge of office practices and procedures. 

Considerable knowledge of common word processing, spreadsheet, and file maintenance 

programs. 

 

Considerable knowledge of NC DPI specialized planning and data software programs. 

 

Considerable knowledge of computers and peripheral equipment. 

 

Considerable knowledge of specialized financial data programs. 

 

Considerable knowledge of auditing and accountability data requirements of the department. 
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Ability to maintain complete and accurate records and to develop standard and complex financial 

reports from those records. 

 

Skill to operate a computer. 

 

Ability to work independently with little guidance. 

 

Ability to maintain confidential information. 

 

Ability to interact and deal with the public in a professional manner. 

 

Ability to generate correspondence and reports independently. 

 

Ability to operate common office machines. 

 

Ability to plan and prepare meeting agendas. 

 

Ability to sort and distribute documents. 

 

Ability to respond to questions based on considerable knowledge of the department. 

 

Ability to understand and follow oral and written instructions. 

 

Ability to type accurately at a moderate rate of speed. 

 

Ability to establish and maintain effective working relationships as necessitated by work 

assignments. 

 

DISCLAIMER 

 

The preceding job description has been designed to indicate the general nature and level of work 

performed by employees within this classification.  It is not designed to contain or be interpreted 

as a comprehensive inventory of all duties, responsibilities, and qualifications required of 

employees to this job. 


