
Katherine Burden
1884 Shady Lane, Beavercreek, OH. 45432
937-371-6114
KatherineLBurden2@gmail.com

Dear Ms. Cramer,

I am writing to express my interest in the Treasurer position for Bellbrook-Sugarcreek Local School 

District. As someone passionate about both financial management and the advancement of 

educational opportunities, I am excited about the chance to contribute to the district’s financial success 

and overall mission.

Although this would be my first role as a Treasurer, I bring a solid foundation in financial principles and 

a commitment to fiscal responsibility. My background includes experience in payroll, strategic planning, 

and process improvement, all of which have equipped me with a strong understanding of how to 

manage and support the Treasurer’s office effectively. I am eager to apply these skills to support the 

district’s goals and ensure the responsible stewardship of its financial resources.

One of my greatest strengths is my ability to learn quickly and adapt to new challenges. I am confident 

in my ability to gain a deep understanding of the district’s financial landscape and contribute to 

informed decision-making processes. My strong communication skills and collaborative approach will 

enable me to work effectively with district staff, the Board, and the community to ensure transparency 

and accountability.

I am particularly drawn to this opportunity because of the district’s commitment to providing high-

quality education and fostering a supportive learning environment. I am excited about the possibility of 

playing a role in sustaining and enhancing these efforts through sound financial management.

Thank you for considering my application. I am eager to discuss how my background, enthusiasm, and 

fresh perspective can contribute to the success of Bellbrook-Sugarcreek Local School District. I look 

forward to the opportunity to further explore how I can be a valuable asset to the team.

 

Sincerely,

Katherine Burden

Experience

Miamisburg City Schools Treasurer: Justin Blevins/ Katrina Hillard
Assistant to the Treasurer:  11/2021 - Present

 
Verified calculations for new contracts and salary schedules, ensuring accuracy.

Managed attendance tracking using sign-in sheets, records, and Kiosk entries, conducting monthly 
audits to ensure completeness.

Balance and process payment for EPC and American Fidelity billing.
 
Oversaw software testing and communication for new time and attendance application.  Worked 
with developers to meet district specific needs.

Coordinated record disposal based on approved retention schedule and prepared budget and 
purpose statements for board approval.

Track grant budget expenditures, processed adjustments, and managed CCIP requests for grant 
funding.

Processes invoices for facility rentals, monthly insurance payments, vendor donations, shared 
transportation, and anything additional needed.

Assisted in Payroll and Accounts Payable tasks, compiled payroll/financial records, and prepared 
reports for district and agencies.

Responsible for Monthly, Quarterly, Yearly, and Fiscal year reporting, including: W2’s, payroll 
balancing 941, 941b, State, City, and ODJFS.

Received training on processing Foundation payments, budget transfers, advances, interest 
payments, and bank deposits.

Trained new Assistant Treasurer in office procedures, grant budgeting, payroll processes, and 
reporting procedures.

Completed additional duties as assigned by Treasurer and Assistant Treasurer.
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Experience

Montgomery County ESC   Treasurer: Christopher Fox
Payroll Officer: 11/2019 - 11/2021 

 Coordinated and executed technical accounting tasks for scheduled and unscheduled payrolls in 
the district, ensuring accuracy and compliance.

Reviewed payroll forms for completeness and accuracy, verifying employee leave through Kiosk.

Assisted in budget preparation and maintenance, making necessary journal entries and adjustments.

Provided training to district and school staff on payroll procedures.

Monitored and optimized workflow to enhance payroll efficiency and effectiveness.

Conducted routine audits of records, resolving discrepancies and ensuring accuracy in attendance 
and insurance billing.

Implemented guidelines and procedures for payroll processing, utilizing data processing software 
like AESOP and KIOSK.

Calculated salaries, overtime, leave, and benefits eligibility for employees.

Managed employee retirement benefits, tax-sheltered annuities, and insurance benefits processing.

Assisted in payroll check distribution, direct deposit notifications, and ledger posting.

Reconciled deductions and benefits after each payroll cycle.

Supported in retaining, balancing, and filing Retirement System reports.

Compiled and prepared various payroll and financial reports as required by the district and other 
agencies.

Responsible for Monthly, Quarterly, Yearly, and Fiscal year reporting, ensuring accurate tax reporting 
and W2 generation.

Created yearly salary schedules and job calendars, updating tracking sheets.

Attended and contributed to district meetings and addressed inquiries and concerns.

Performed clerical tasks including report preparation, correspondence, and data entry.

Participated in training sessions to enhance job knowledge and skills, including Green Belt Training 
to optimize processes from hiring to payroll distribution.
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Subbed from 11/2021 - 4/2022 and 6/2022 - 8/2022

Experience

Deer Park City Schools   Treasurer: Melissa Harner
Payroll and Benefits Specialist: 09/2017 - 11/2019 

Trained initially in Classic software, later assisted with the onboarding of USPS, enhancing payroll 
efficiency.

Implemented BRDDS to automate board-paid deductions, reducing manual errors and processing 
time.

Coordinated technical accounting tasks for scheduled and unscheduled payrolls, ensuring accuracy.

Managed onboarding of new hires, tracked paperwork status, and verified certifications with ODE.

Oversaw coaches' hiring, ensuring completion of required certifications and training.
Created, distributed, and tracked employee salary notices and contracts.

Managed open enrollment and insurance changes manually through insurance websites, later 
implementing online enrollment via Benalogic.

Reviewed and verified payroll forms and employee leave through Kiosk, providing training to staff.

Conducted routine audits of records, resolving discrepancies, and streamlining billing processes.

Implemented guidelines and procedures for payroll processing, utilizing AESOP and KIOSK.

Calculated salaries, overtime, leave, and benefits eligibility for employees
.
Managed processing of employee retirement benefits, tax-sheltered annuities, and insurance 
benefits.

Balanced payroll check distribution, reconciling deductions and benefits.

Compiled data and prepared payroll/financial reports for the district and agencies.

Ensured accurate tax reporting and W2 generation, attending to federal, state, and city tax divisions.

Created yearly salary schedules and job calendars in USPS, updating tracking sheets.

Attended District meetings and addressed inquiries, concerns, and complaints.

Performed routine clerical tasks and attended training sessions to enhance skills and knowledge.
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Education/Cer tif ication

Re f e r e n c e s
John Espy: (Former Boss) John.Espy@gmail.com
Treasurer Loveland City Schools
513-312-8478

Dawnna Cron: (Former Boss)  Dawnnajo@live.com
Former Assistant Treasurer Montgomery County 
ESC
937-418-1245

Justin Blevins: (Former Boss)  Justin.Blevins@Ketteringschools.org
Treasurer Kettering City Schools
937-776-4616

 July 1, 2024 

University of Phoenix
Bachelor of Science 
in Business

The Ohio State 
University
Atmospheric Science
Transfered to University of 
Phoenix

Sinclair  Community 
College
Political 
Science/Geography

Ohio Treasurer License
Signed off: August  31, 2024 

Skilled in analytical thinking 
and adept at problem-solving.

Proficient in USPS and USAS 
systems.

Experienced with Kiosk 
software for attendance 
tracking.

Skilled in Microsoft Word and 
Excel.

Proficient in interpersonal 
communication and effective 
in conveying ideas and 
information.

Skills

 July 1, 2024 

University of Phoenix
Ohio School Treasurer 
Coursework



TREASURER/CFO CANDIDATE - SCREENING INFORMATION 

Instructions: Please download this form to your computer and save it.  Then in the space provided answer the question.  If you do not 

have experience with one or more of the subject areas respond by placing NA for those which are not applicable. Then re-save the 
document, reattach it to your email and resend it to the K-12 search consultant or fax it to 614-656-7526.

Candidate Name :  Mobile Phone:           Date: 

School Treasurer Experience:       Y      or       N          ADM of largest district Served: 

Latest Experience in what district?      How Long? 

On what terms was your service with that district ended? 

Explain briefly why are you interested in this position? 

Have you prepared monthly financial reports for a Board of Education and administration?  If yes briefly 

discuss your experience in preparing reports:   

Have you worked with administration to prepare building and department budgets and the Annual 

Appropriation Resolution for a school district?  If yes, what was your most recent experience and your role: 

Have you prepared financial reports related to school construction funds and budgets?  If yes, please discuss the 

type of reports you have prepared for the administration and Board. 

Have you prepared a five-year forecast for a school system?        Y   or       N 

If yes what was the date of most recent five-year forecast you prepared and for what school district: 

Roughly how many staff negotiations have you been involved in and what school district was your most recent 

negotiations experience in and briefly discuss your role?  



Roughly how many levies and types have you been involved in and what was your role?   

Have you been involved in a school construction program?       Y  or      N    Was it OSFC?       Y  or      N 

Discuss your involvement if you answered yes to either of the two previous questions related to construction? 

Have you made financial presentations to your Board, administration and/or community?      Y  or       N 

If you answered yes to the previous question how would you rate your presentation skills and ability to react 

quickly on your feet to questions and why?  

How would you rate your written communication, and have you ever contributed articles on finance in a district 

wide newsletter or similar publication? Please explain:   

How would you implement changes in this district if you saw the need and how would you engage others? 

Have you restructured a treasurer’s department including writing or refreshing job descriptions and aligning or 

changing job duties of existing staff?  Please Explain:  



Please explain how often you evaluate your current staff and briefly describe the process you use and how 

important it is to you to provide feedback to your staff:  

What five things would you do as Treasurer in first 6 months if you were selected for this job?   

In the space provided briefly explain why the Board of Education should consider you for this position and what 

unique talents you would bring to the district: 

When would you be available to start? 

What base salary expectation would you have? 

Please return this information to the K-12 consultant or fax it to

614-656-7526. Thank you for helping us get to know you better!

mailto:cmohr@k12consulting.net


5 Year School Treasurer School Treasurer License

KATHERINE LYNNE BURDEN

ISSUE DATE EFFECTIVE DATES

09/04/2024 07/01/2024 to 06/30/2029

The holder of this credential, having satisfactorily completed the requirements prescribed by The State Board of Education and 

the laws of Ohio, is authorized to teach the subject(s) or serve in the area(s) listed on this document for the period specified.      

The holder of this credential is responsible for being knowledgeable about current requirements for maintaining the credential.

place holder

Credential # 22546306

OHIO STATE BOARD OF EDUCATION

EDUCATOR STATE ID

OH3517131

Employers may verify this credential by going to 

Educator Profile on sboe.ohio.gov and ensuring 

that the unique credential number appearing on 

this credential matches the person’s records in 

Educator Profile, which is the official record of 

educator credential history.

This official document was created by the State 

Board of Education and represents a true copy of 

a legal educator license as referenced in Ohio 

Revised Code Section 3319.36.

THIS LICENSE AWARDED TO




	K. Burden Letter of Intent and Resume
	Treasurer CFO Screening Questions-Form (2)
	CertificatePrint_22546306
	Internship form

	Text1:  Katherine L. Burden
	Text2: 937.371.6114
	Text3: 08/30/2024
	Check Box4: Off
	Check Box5: Yes
	Text6: 
	Text7: Miamisburg City Schools
	Text8: 2.75 years
	Text9: I am currently employed with Miamisburg City Schools as an Assistant to the Treasurer working in the capacity to train the new Assistant Treasurer and assist in the transition of the current Payroll Officer to the newly hired Payroll Officer.
	Text10: I’m interested in the Treasurer’s position with Bellbrook-Sugarcreek Local School District because it offers a unique opportunity to contribute to the financial health and stability of the school district. Managing budgets, ensuring transparency, and optimizing financial resources are crucial for supporting educational programs and enhancing student outcomes. I’m passionate about using my skills to make a positive impact on the community and ensure that the district can effectively meet its goals and serve its students.
	Text11: Yes, I have prepared monthly financial reports for a Board of Education and administration. In this role, I compiled and analyzed financial data, including revenue, expenditures, and budget variances. I created detailed reports that highlighted key financial metrics, trends, and forecasts. I also provided summaries and recommendations to assist the Board and administration in making informed decisions about the district's financial strategy.
	Text12: Yes, I collaborated closely with the Treasurer, various department heads, and building administrators to gather budgetary needs and priorities. In my most recent role, I coordinated with various departments to collect and review their budget requests, ensuring alignment with overall district objectives.
	Text13: I haven’t yet prepared financial reports specifically related to school construction funds and budgets. However, I am enthusiastic about the opportunity to develop expertise in this area. My experience with financial reporting and budget management has provided me with a strong foundation in handling complex financial data, and I am confident that I can apply these skills to effectively manage and report on construction-related budgets. I am eager to learn and contribute to ensuring that construction projects are financially sound and transparent.
	Check Box14: Off
	Check Box15: Yes
	Text16: I have sat in on my mentor completing a five-year forecast and will be working with him in the future to complete one.  What I have learned through this process is that no one way is completely right or wrong, rather the methodology must be consistently throughout.  This experience provided me the ability and confidence to complete this task in the future.
	Text17: I participated in a negotiation with the Miamisburg School District, where my role involved analyzing and presenting financial data. I compiled information on additional compensation for employees and provided historical health insurance data to calculate the district's total costs.
	Text18: I haven’t been involved in any levy processes. However, I’m eager to learn and contribute to future levy efforts. I’m confident that my financial skills and experience in budgeting and reporting will enable me to support and navigate the levy process effectively.
	Check Box19: Off
	Check Box20: Yes
	Check Box21: Off
	Check Box22: Off
	Text23: N/A
	Check Box24: Off
	Check Box25: Yes
	Text26: No, I have not yet had the opportunity to make financial presentations to a Board, administration, or community. Nonetheless, I am accustomed to analyzing complex data and can prepare comprehensive reports, which I believe will translate well into presenting financial information clearly and confidently. I am committed to engaging with audiences, handling questions thoughtfully, and ensuring that all stakeholders understand the financial aspects and implications of key decisions.
	Text27: I would rate my written communication skills as strong. I have experience preparing detailed financial reports, summaries, and analyses that are clear and well-structured. While I haven’t contributed articles to a district-wide newsletter or similar publication, I am adept at translating complex financial information into accessible and engaging content. I am eager to explore opportunities to contribute articles or updates, as I believe it would be a valuable way to share important financial insights with the broader community and enhance transparency.
	Text28: To implement changes in the district effectively, I would first conduct a thorough analysis to identify areas needing improvement. This involves gathering data, consulting with stakeholders, and understanding the underlying issues. Once the need for change is clear, I would develop a detailed plan outlining the objectives, steps, and expected outcomes.
Engaging others is crucial for successful implementation.  First, I would communicate clearly by sharing the rationale for the changes and the expected benefits with all stakeholders, including staff, parents, and community members.
Next, I would collaborate with and involve key individuals and groups in the planning process to gather input, address concerns, and build support.
Following this process, I would provide training and resources to ensure that everyone impacted by the change has the necessary tools and training to adapt effectively. We would then monitor and adjust the implementation of the changes in this phase. While monitoring progress, we would make adjustments as needed based on the feedback results and stakeholder input.
Finally, we would recognize and celebrate milestones and achievements to maintain momentum and positive engagement.
By taking a thoughtful approach, I would aim to implement changes smoothly and effectively, ensuring that they benefit the district and are supported by the community.
 
	Text29: While I have not restructured an entire Treasurer’s department, I have significant experience in process improvement from my time with the United States Air Force in the Developing and Sustaining Warfighting Systems organization as a civilian.
In that role, one of my responsibilities was to streamline operations across globally dispersed offices that shared similar daily tasks. We began by evaluating the existing structures, workflows, and job functions within these offices, including conducting interviews with staff and reviewing current job descriptions to identify areas for improvement.
Based on our assessment, we revised or created new job descriptions to better align with the department’s needs and goals. This ensured that each role had clear responsibilities and requirements. We then focused on realigning duties within the organization by reallocating tasks and responsibilities to enhance efficiency and address any gaps. This involved redistributing workloads, defining new roles, and eliminating overlapping work to streamline processes and improve overall performance.
I collaborated closely with each department to work through these changes, ensuring that staff understood how the changes would benefit their operations and encouraging their involvement in the restructuring process. I provided support and resources to help staff adapt to their new roles.
After implementing the changes, I monitored their impact on operations and collected feedback from staff. Based on this feedback, I made further adjustments to ensure the new structure was functioning effectively.
This restructuring effort successfully clarified roles, improved workflow, and enhanced overall efficiency within the organization.

	Text30: I do not currently have staff to evaluate; however, I recognize the importance of regular evaluations and feedback in a managerial role.
When evaluating staff, I would implement a structured process that includes:
Conducting periodic one-on-one meetings to discuss performance, goals, and any challenges staff may be facing. This helps maintain open communication and allows for timely feedback.
Establishing clear, measurable goals and expectations for each team member. This ensures that both the staff and I have a shared understanding of performance standards.
Conducting formal performance reviews at regular intervals, such as annually or semi-annually, to assess achievements, provide constructive feedback, and set future objectives.
Encouraging staff to provide feedback on their roles and any support they might need. This helps in understanding their perspectives and addressing any issues proactively.
Identifying areas for professional growth and offering training or resources to help staff develop their skills and advance their careers.
Providing regular feedback is crucial for motivating staff, enhancing their performance, and ensuring alignment with organizational goals. It fosters a supportive work environment and helps staff feel valued and engaged in their roles.

	Text31: If selected as Treasurer, here are five key actions I would focus on during the first six months:
First, I would begin by thoroughly reviewing the district’s current financial statements, budgets, and reports. This includes understanding existing financial processes, internal controls, and compliance with regulations. This assessment will help identify any immediate issues or areas for improvement.
Next, would schedule meetings with the Board of Education, administrative staff, and other key stakeholders to understand their financial concerns, priorities, and expectations. Building strong relationships and gaining insight into their perspectives will be crucial for effective financial management.
Then, I would evaluate existing financial policies and procedures to ensure they are current and effective. This might involve revising policies related to budgeting, expenditures, and financial reporting to enhance transparency, accountability, and efficiency.
Subsequently, would closely examine the district’s budget and cash flow to ensure financial stability and identify opportunities for optimization. This includes assessing revenue sources, expenditures, and potential areas for cost savings or revenue enhancement.
Based on the initial assessments and stakeholder feedback, I would begin developing a strategic financial plan. This plan would outline short-term and long-term financial goals, strategies for addressing any identified issues, and initiatives to support the district’s overall objectives.
These steps will help establish a solid foundation for effective financial management and ensure that I am well-positioned to contribute positively to the district’s financial health

	Text32: As a first-time Treasurer, it would be an honor if the Board of Education chose me for the Treasurer position. I bring a fresh perspective and a strong commitment to financial integrity and efficiency. My background in the Treasurer’s office, paired with my enthusiasm for supporting educational initiatives, allows me to approach the role with a keen eye for detail and a dedication to transparency. I am adept at leveraging technology for accurate reporting and budgeting, which will enhance financial oversight. My ability to collaborate effectively with diverse teams and communicate complex financial information ensures that I can build strong relationships with stakeholders and make informed decisions that align with the district’s goals. 
Over the past few years, I have built strong relationships with current treasurers and office staff across various districts. These connections have provided me with an exceptional support network and valuable insights into effective financial management.
I plan to join OASBO and attend trainings and seminars regularly to further enhance my skills as a leader in school finance. My dedication to continuous learning and my “get it done” attitude ensures that I meet deadlines and complete tasks efficiently and accurately.
Understanding that this role requires a commitment beyond regular hours, I am fully prepared for the demands of a 24/7 position. I am fortunate to have the support of a loving husband who understands the significance of this role for our family and is willing to take on additional responsibilities at home so I can focus on the needs of the district. 

In conclusion, I thank you for considering my application for this position.

	Text33: I would like to start as soon as possible to begin working with the current Treasurer, and build relationships within the Bellbrook-Sugarcreek Local School District and the community.
	Text34: Negotiable


