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Background 
Prairie Land Public School Division is committed to ensuring a fair and consistent 
recruitment and appointment process for the position of Secretary–Treasurer. 

The Secretary–Treasurer is appointed by the Board of Trustees of Prairie Land Public 
School Division. When the Superintendent declares that the Secretary–Treasurer 
position is, or will be, vacant, the Superintendent will review and update the job 
description, as necessary. 

The Superintendent is responsible for ensuring that the appropriate recruitment and 
interview Procedures are followed in the selection processes. The Superintendent is 
responsible for ensuring that the individual selected for the position of 
Secretary–Treasurer is recommended to the Board of Trustees of Prairie Land Public 
School Division for approval. 

Qualifications 
1.​ The Board will contract for the services of a Secretary–Treasurer with: 

1.1​ Strong interpersonal relationship skills. 

1.2​ Professional skills. 

1.3​ Knowledge suitable for the position. 

1.4​ Preferred experience in school operations. 

2.​ The Board requires that the Secretary–Treasurer be knowledgeable of and 
committed to be knowledgeable of and committed to and achieve the Division’s 
objectives and goals. 

3.​ The Secretary–Treasurer must be bonded as required under the Education Act. 

Function and Purpose 
1.​ The Secretary–Treasurer is the Chief Financial Officer of the Board. 

2.​ The Secretary–Treasurer is responsible for ensuring the financial management of 
the Division in accordance with the terms or conditions of any grants received by 
the Board under the Education Act or any other Act of the Provincial Legislature. 

Reporting Relationship 
1.​ The Secretary–Treasurer is responsible for the financial management of Prairie 
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Land Public School Division and reports directly to the Superintendent. 
2.​ The Secretary–Treasurer will attend and report at regular meetings of the Board. 

Expectations 
1.​ The Secretary–Treasurer will: 

1.1​ Serve as a resource person to the Superintendent on matters relative to the 
finances of the Division. 

1.2​ Receive reasonable remuneration as determined by the Superintendent. 

2.​ The Superintendent expects the Secretary–Treasurer to: 

2.1​ Provide results–oriented leadership in respect to the Board’s fiscal goals and 
objectives. 

2.2​ Assist with long–range planning in respect of budgets. 

2.3​ Communicate effectively on behalf of the Superintendent when directed to do 
so by the Superintendent. 

2.4​ Provide for the efficient and effective financial operation of the Division. 

Duties 
General 
1.​ The Secretary–Treasurer is responsible for: 

1.1​ Supervising the business and financial operations of the Division including, but 
not limited to the following: 

1.1.1​ Preparation of the Annual Budget Report and Audited Financial 
Statement. 

1.1.2​ Financial accounting including accounts payable and receivable. 

1.1.3​ Ensuring compliance with Section 54(1), Insurance and Investment in 
the Education Act is followed. 

1.2​ Supervising, guiding and evaluating business and financial staff in accordance 
with legislation. 

1.3​ Keeping the Superintendent and Board informed on all financial matters and 
issues in respect of the Secretary–Treasurer’s role including but not limited to 
providing quarterly unaudited interim financial statements. 

1.4​ Proposing Policies and Procedures. 

1.5​ Implementing authorized Policies and Procedures that will result in effective 
financial planning, management and control. 
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1.6​ Assisting committees of the Board, as required by Board Policy. 
1.7​ Overseeing asset management. 

2.​ The Secretary–Treasurer will perform other duties as may be assigned by the 
Superintendent. 

Fiscal Management 
1.​ The Secretary–Treasurer will: 

1.1​ Ensure the fiscal management of the Division in accordance with the terms or 
conditions of any funding received by the Division under the Education Act or 
any other applicable legislation. 

1.2​ Produce financial reports in compliance with all legal, Ministerial and Chief 
Executive Officer (CEO) of the Board mandates and timelines. 

Facilities Management 
1.​ The Secretary–Treasurer will: 

1.1​ Provide leadership in the development of a Facilities Master Plan, including 
the provision of Instructional and Support facilities. 

1.2​ Ensure that Division buildings are maintained in an appropriate manner. 
Corporate Secretary 
1.​ The Secretary–Treasurer will: 

1.1​ Ensure accuracy of recording of Board proceedings at meetings (minutes). 
1.2​ Provide​ leadership​ in​ the​ development​ of​ contracts,​ agreements​ and 

partnerships with outside agencies/corporations. 
1.3​ Ensure appropriate insurance policies are in place for the Division. 

Human Resources Management 
1.​ The Secretary–Treasurer will: 

1.1​ Act as a staff resource for the Board Committee responsible for negotiating 
human resources contracts between the Board and various employee groups. 

1.2​ Provide leadership, supervision and evaluation of the Accountant, the 
Accounts Payable Clerk, the Payroll and Benefits Officer, Central Office 
Administrative Assistant, the Director of Plant and the Transportation 
Coordinator and HR Administrator. 

Finances And Facilities 
1.​ The Secretary–Treasurer will: 

1.1​ Provide to the Board through the Superintendent complete reports, materials 
and sound recommendations on which to base decisions. 
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1.2​ Ensure proper follow–up and implementation of Finance and Facilities decisions. 
Communications And Community Relations 
1.​ The Secretary–Treasurer will: 

1.1​ Assist the Superintendent in advocacy initiatives. 
1.2​ Participate actively in community affairs in order to enhance and support the 

Division’s mission. 
1.3​ Takes appropriate action to ensure that open, transparent and positive 

external and internal communications are developed and maintained. 
Superintendent Relations 
1.​ The Secretary–Treasurer will: 

1.1​ Establish and maintain positive, professional working relations with the 
Superintendent. 

1.2​ Respect and honour the Superintendent’s role and responsibilities and 
facilitate the implementation of that role. 

1.3​ Support and promote the Policies, Procedures and Programs of Prairie Land 
Public School Division 

1.4​ Prepare reports providing information that the Superintendent requires to do 
his/her job. 

1.5​ Perform other duties as required by the Superintendent. 
Leadership Practices 
1.​ The Secretary–Treasurer will: 

1.1​ Practice leadership in a manner that is viewed positively and has the support 
of those with whom the Secretary–Treasurer works. 

1.2​ Establish and maintain a positive and professional working relationship with 
the Superintendent. 

1.3​ Establish and maintain a positive and professional working relationship with 
the Chief Deputy Superintendent. 

1.2​ Develop and maintain positive and effective relations with provincial and 
regional government departments and agencies, where appropriate. 

1.3​ Exhibit a high level of personal, professional and organizational integrity. 
Reference:​ Sections 54(1) and 68 Education Act 
Approved:​ September 2016 
Reviewed:​ August 2023 
Revised:​ September 2023 
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