	Job Title
	Chief Financial Officer (CFO)

	Status
	Full-Time, 12 Month, Classified

	Reports To
	Chief Academic Officer | Head of School

	Reporting Positions
	School Operations Manager, Network Manager (IT), Cafeteria Manager, School Resource Officer, Custodian, School Safety Assistants


Summary of Position:
The Director of Finance & Operations is a detailed oriented and highly motivated individual able to handle a variety of financial and operational assignments.  
Description of Responsibilities & Duties: 
Leadership
· Support the mission, vision, and strategic direction of the school.
· Collaborate with a variety of stakeholders to develop strategies that will increase organizational viability and sustainability.
· Collaborate with the Director of Development to develop a strong team-based approach to the school’s revenue.
· Collaborate with the Head of School to appropriately budget for and support the academic program.
Financial Management
· Create, monitor, and sustain high standards of financial management and oversight including budgets, cash flow statements, expenditures, revenues, payroll, and taxes.
· Oversee all financial investments and banking activities.
· Ensure compliance with generally accepted accounting principles and any additional applicable standards.
· Manage the bookkeeping services for the school to keep an accurate continuous record of the cash and financial position of the school.
· Serve as the steward of the School’s 501(c)(3) status and ensure compliance with IRS regulations and reporting requirements.
· Oversee compliance with all federal and state financial reporting requirements.
· Prepare and complete the annual audit.
· Develop financial reports for the Board of Trustees and attend Finance Committee meetings
· Supervise Business Office personnel
Human Resources
· Ensure compliance with statutory and regulatory requirements with respect to labor, benefits and human resource issues and required employee policies and training.
· Administer the School’s benefit programs, maintain the benefits policy plan, and oversee vendor selection.
· Evaluate and provide information with respect to new benefit regulations, programs, and opportunities.
· Oversee the employment contract process.
Risk Management & Compliance
· Oversee risk management to ensure the safety of staff and students and to cover the liability of the school.
· Maintain a risk management program for the School including recommending and securing proper levels of insurance coverage, maintenance of health and safety policies and forms, ensuring Safety Committee operates effectively, overseeing the Emergency Preparedness Plan, and ensuring appropriate liability waivers are used.
· Act as the legal liaison for the School
· Participate in weather-related school closing decisions.
· Provide information to federal and state agencies as required by law.
· Conduct regular review of relevant employee, student, and family policies and ensures compliance with industry standards and best practices.

Facilities & Operations Management
· Oversee facilities, health services, and technology infrastructure.
· Manage the bidding and contracting process for facility development.
· Coordinate the purchase of goods and services for the school.
· Supervise Facilities, Health Services, and Technology personnel

Minimum Qualifications:
· Master’s Degree in Finance, Accounting, Management of Accounting Required
· 5 Years of Experience Required
· Demonstrated strength in financial management; non-profit accounting experience preferred.
· Management experience required; independent school management experience preferred.
· Solid analytical, technical, organizational, and planning skills with excellent attention to detail
· Demonstrated effectiveness in collaborative leadership and management.
· Comfort with multitasking and prioritizing projects
· Knowledge of best practices in Financial, Human Resources and Facilities management
· Flexibility, adaptability, sense of humor and a desire and ability to be a role model to faculty, staff, students, parents, and other stakeholders.
Skills Qualifications: 
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· Demonstrates strong interpersonal skills.
· Professional demeanor.
· Maintains professional and friendly demeanor.
· Possesses excellent organizational skills.
· Capable of managing time efficiently.
· Demonstrate ability to multi-task effectively.
· Works well with a variety of students, administrators, and parents.
· Possesses basic computer skills and knowledge of Microsoft Office.
· Demonstrates strong writing and editing abilities.
· Possesses excellent telephone etiquette.
· Communicates clearly and effectively.
· Demonstrates familiarity with basic office equipment such as multi-line phones, fax machines, and scanners.
· 
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