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Goals for Today’s Presentation

At least two takeaways

Expand your network

Page 1



U:\NON_IB_FOLDERS\Fixed Income_Public Finance\[MAIN] FICM Pitchbook  - 2018_110918.pptx 11/9/18 12:21 pm

Key Audience

New to the profession 
within the last 5 years

Veterans looking for a 
refresher
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Goals for Today’s Presentation
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How can you 
effectively manage all 
of the responsibilities 
that come with your 

job? 
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Build Your Toolkit

 Organization

 Relationships

 Communication

 Leadership

 Strategic Budgeting 
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Get Organized 
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Get Organized

Review all policies related 
to finance

Review all policies related 
to finance

Review prior audit 
reports

Review prior audit 
reports

Understand meeting 
expectations (schedule 

them for the year 
including topics at each)

Understand meeting 
expectations (schedule 

them for the year 
including topics at each)

Reconcile cashReconcile cash Understand your grantsUnderstand your grants
Create task calendar with 

who is responsible for; 
know what to do when

Create task calendar with 
who is responsible for; 
know what to do when

Utilize the DPI’s Calendar and Due Dates page and subscribe to 
the School Finance Bulletin
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Prioritizing 

Prioritizing a time and 
responsibilities is key 
to being successful

Prioritizing a time and 
responsibilities is key 
to being successful

Keep a detailed 
calendar

Keep a detailed 
calendar

Always ask questions 
when information or a 
meeting is requested

Always ask questions 
when information or a 
meeting is requested

Put others’ skills to 
work

Put others’ skills to 
work

Understand how you 
work best

Understand how you 
work best “To don’t” list“To don’t” list
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Prioritization – Balance Matters! 

“You can’t truly be considered 
successful in your business life if your 
home life is in shambles” – Zig Ziglar
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Relationship Building
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Relationship Building

The strength of the team is each individual member. 
The strength of each member is the team.

-Phil Jackson

Internal:
 District staff
 Administrative team members
 Building staff
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Internal Relationship Building

Take the time to get to know the staff in your office

Consistent check-InsConsistent check-Ins Understand each roleUnderstand each role Empower your staffEmpower your staff
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Internal Relationship Building

Your Fellow Administrators:
 Understand their roles
 Break down silos
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Internal Relationship Building

Building Staff

The school/district doesn’t work without EVERYONE 
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Relationship Building
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External Relationship Building

Parents:
 Focus on customer service
 Do not back away from tough conversations
 Understand parents want what’s best for their kids
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External Relationship Building

Contracted Services:
 Monthly meetings

 Get to know the staff

 Celebrate with them

 Bus driver appreciation

 School lunch heroes

 Maintain relationships with vendors 

you may not use
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Communication
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Communication
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Why Are We Communicating? 

Most people trust their emotions over fact!

• This is difficult and challenging stuff to understand

• People are affected by this

• People want to know or may not want to know, but they should know

• If you do not communicate it, people will write their own narratives
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How Are We Communicating?

Staying focused on your “why”

Educational 
Opportunities 

for Kids

Levy/Mill 
Rate

Budget
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How Are We Communicating?

Taxes
84%

Other Local
3%

Interdistrict
2%

State 
Sources

10%

Federal Sources
1% Other  

Fund 10 Budgeted Revenue 
2022-2023

Taxes Other Local Interdistrict State Sources Federal Sources Other

CHOOSING THE RIGHT VISUAL
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How Are We Communicating?

CHOOSING THE RIGHT VISUAL
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Additional Considerations

Relax and listen

Make sure you understand the question - repeat it back

Put answer in terms the audience will understand

• Consider using an example

Know when to stop talking

If you don't know, say so

• Find the answer and follow up
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Leadership
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Leadership in the Business Office

Create a leadership philosophy

What does leadership mean to you?

How will you model it?

WASBO Leadership Academy
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Leader vs. Manager

LEADERLEADER

Vision
Communication 

Engagement
Risk taking

MANAGERMANAGER

Organizing 
Coordinating
Commanding

Measuring
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Leadership

What is a core value? Basic beliefs or fundamental principles?

Two tests to determine if a value is a core value:

1. Would you hold this value even if you were penalized for doing so?

2. Is this value still likely to be core for you 20 years from now? 

If the answer is “yes” to both questions, the 
value is a core value!
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Leadership Philosophy

This is what leadership means to me:
Leadership is having the courage to do the right thing and build trust in others to 
move the organization forward. In order to promote continuous improvement, I must 
lead by example recognizing that my leadership is defined by my actions. 

This is how I model it:

My Value What It Means
Family Work-life balance, realizing how my 

professional decisions impact my personal life
Honesty Acting truthfully and morally, telling the truth 

despite the consequence
Respect Treat people well, give praise often, and give 

credit when due 
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Getting Involved 

ASBO
WASBO

WASBO Regionals
Build your own!

Make professional 
development a priority!
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Strategic Budgeting
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Strategic Budgeting

 Compare your budget to the prior year

 “Right-size” your budget

 Look at the typical high-spend areas

 Compare your data to other districts

Building and monitoring your budget 
is most likely the most important 
thing you will do in your position!  
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Have a Plan

Month Activity
November • Finalize new course/curriculum 

proposals
• Assess budget forecast/enrollment 

projections/review of staffing/analysis 
of class size/FTEs/department needs

December • Discussions w/ principals/departments 
(class size, staffing, program needs)

• Process to evaluate requests
January • Building/department budgets due
February • Presentations of new initiatives/facility 

projects
March • Board action on recommended new 

initiative/facility projects

Pre-planning for 
next year’s budget 

forecasting

Budget forecasting 
for forthcoming 

year

Submission of 
budget planning

W
IN

TE
R

SP
RI

N
G

FA
LL
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Have a Process

“If you can’t describe what you 
are doing as a process, you 
don’t know what you’re doing.”

- W. Edwards Deming

Formalized set of requests

Strategic 
plan

Action plan 
items

Strategic 
plan

Action plan 
items

Facilities 
needs

Facilities 
needs

Other 
needs/ 
wants

Other 
needs/ 
wants
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Strategic Budgeting

Key 
Performance 

Indicators (KPIs)

Strategic 
PlanBudget

Transparency

Engagement

Collaboration
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Strategic Budgeting

“Looking at the goal area you 
support, how much does each 
tactic cost?” 
“Can your budget support it?”

“How does each tactic rate against 
other items within your district 
budget?”
“What problem are we trying to 
solve?”

“How does the budget request 
support our strategic plan?”
“What Key Performance Indicator 
benefits from the budget request?
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Budget Benchmarking
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Strategic Budget Using Benchmarking Data
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Strategic Budget Using Benchmarking Data
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Know Your Why!
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Important Disclosures

Robert W. Baird & Co. Incorporated is providing this information to you for discussion purposes only. The information does not 
contemplate or relate to a future issuance of municipal securities. Baird is not recommending that you take any action, and this
information is not intended to be regarded as “advice” within the meaning of Section 15B of the Securities Exchange Act of 1934 
or the rules thereunder. In providing this information, Baird is not acting as an advisor to you and does not owe you a fiduciary 
duty pursuant to Section 15B of the Securities Exchange Act of 1934. You should discuss the information contained herein with
any and all internal or external advisors and experts you deem appropriate before acting on the information.
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