
 

Position Title: School Federal Programs Finance Coordinator   

Salary range: $45,000 - $60,000 

 

General Statement of Job 

Under limited supervision, oversee the Erskine Charter Institute’s school-level Federal Programs. Analyzes a variety of 

financial information (e.g. grant awards, expenditures, cost projections etc.) for the purpose of providing direction and 

support, making recommendations, maximizing use of funds, and/or ensuring overall operations are within budget. Work 

with a variety of external agency personnel (e.g. auditors, grant representatives, regulatory agency staff, etc.) for the purpose 

of providing information, general support, and risk assessment of Institute operations. Conducts internal audits for the 

purpose of ensuring program operations are within budget and in accordance with fiscal practices. Facilitates meetings, 

workshops, seminars, etc. (e.g. financial procedures, regulatory requirements, interdepartmental needs, etc.) for the 

purpose of identifying issues, developing recommendations, supporting other staff, and serving as an Institute 

representative. Maintains a variety of manual and electronic fiscal information, files and records (e.g. accounts payable, 

accounts receivable, contracts, etc.) for the purpose of providing an up-to-date reference and audit trail. Monitors budget 

allocations, expenditures, fund balances and related financial activities for the purpose of ensuring that allocations are 

accurate, revenues are recorded, expenses are within budget limits and/or fiscal practices are followed. Prepares a wide 

variety of materials (e.g. annual budgets, financial statements, reports for the Auditors, Board, Superintendent, department 

administrators, etc.) for the purpose of documenting activities and issues, meeting compliance requirements, and/or 

providing supporting materials for requested actions. Researches financial topics and related legal issues (e.g. discrepancies, 

current legislative trends, etc.) for the purpose of evaluating compliance requirements and potential implications on Institute 

operations. Maintains a wide variety of fiscal information, files and records (e.g. fund accounts, budget) for the purpose of 

providing an up-to-date reference and audit trail for compliance. Reports to the Director of the Charter Institute at Erskine. 

Essential Duties and Responsibilities 

Works with Institute Title I, Title II, Title III, IDEA, CATE, Title IV and other federal grants staff to develop Federal Programs 

budgets and amendments.  

Review budget codes for the school and Institute federal programs plans to ensure accurate budget codes are provided 

as per the most recent financial handbook and entered into the state system.  

Enter the budget into the state GAPS system. 

Enter the budget into the Institute finance system and send budget reports to schools.  

Ensure reimbursements are requested from the state each month. 

Track reimbursements and ensure schools are effectively spending funds are being spent on a timely fashion.  

Review amendment requests and ensure funds have not been reimbursed for the changes requested in the plan.  

Provide monthly report dashboard on federal funds expenses, amendments, carryover, spending and risk analysis. 

Review and process federal programs reimbursements (travel, homeless, professional development) 

Responsible to run maintenance of effort reports for all required federal programs. 

Responsible for comparability report. 

Prepares for any Federal or District Audits. 

Oversee Institute and School Fixed Asset Inventory. 

Willingly performs other duties as assigned or requested. 
 


