
Chief Financial Officer
Saint James School

Due to an out-of-state family relocation, Saint James School is seeking its next Chief Financial
Officer (CFO), to be filled in Spring 2023.

The ideal candidate will have a meaningful and enduring impact on the school. As a key
member of the senior administrative team, the CFO will:

● Interpret and apply the understanding of key financial indicators to make decisions
aligned with the school’s mission and strategic financial plan.

● Make sense of complex, high quantity, and sometimes contradictory information to solve
problems effectively.

● Apply knowledge of business and the marketplace to advance the school’s mission.
● Understand and appreciate the balance between the business considerations and the

school’s mission and purpose of educating students and making a positive impact on
their lives.

The Chief Financial Officer will be a person who can balance the demands of the job, including
accountability for producing measurable results while possessing the ability to work as a
cooperating member of a team, communicate effectively with all stakeholders, and take
appropriate risks and make appropriate decisions with the mission of the school always
foremost in mind.

Responsibilities
The Chief Financial Officer will report directly to the Head of School and will have the following
primary responsibilities.

● Data and Financial Modeling
○ Works directly with the Head of School and other designated senior staff to

determine and track metrics related to the strategic direction of the school and
long-term success of the school’s mission.

○ Works effectively with data and displays inquisitiveness and strong
problem-solving skills to understand the data and what the data means and to
share data-based information to assist the Head of School and designated school
staff in making strategic decisions.

● Accounting and Finance
○ Takes a proactive and long-term approach to all matters of financial concern and

the school’s effectiveness and success, and develops and manages the school’s
annual budget in consideration of long-term and strategic imperatives.

○ Provide transparent and accurate financial reporting that builds trust among
administrators, staff, and the Board of Trustees and ensures a successful annual
audit.

○ Prepare monthly operating statements for the Head of School and the Board of
Trustees.



○ Oversee monthly reports of expenditures for use by budget managers within the
school.

○ Lead the preparation of the annual budget, quarterly forecasting, and long-term
financial plans in conjunction with the Head of School and the appropriate officers
of the Board. Develop and implement a timely budget process that includes all
budget managers at the appropriate level.

○ Oversee all accounts receivable, collections, accounts payable, financial
investments, endowment management, and banking activities.

○ Approve all financial obligations of the school.
○ Serve as primary liaison to the Finance Committee of the Board of Trustees,

working closely with the committee chair and organizing agendas and meeting
materials.

○ Manage credit facilities and relationship with bank lenders including monitoring,
and ensuring compliance with loan covenants and ratios.

○ Oversees the preparation and filing of various Federal, State, and County reports
and maintains awareness of all compliance issues as they pertain to the office.

● Business Office & School Operations
○ Oversee the operations of the Business Office; maintain an effective system of

internal controls and ensure that transactions are accounted for in accordance
with GAAP.

○ Oversee all vendor contracting and purchasing efforts.
○ Oversee tuition assistance and all related financial aid programs.
○ Oversee registrar activities and student records.
○ Oversee all operational management of the school’s dining program, including

budget oversight.
○ Oversee contractors for security and any other auxiliary enterprises of the school.
○ Partners with the advancement office on Annual Fund pledges, gifts, and

allocation of funds, and all major fundraisers.
○ Maintain appropriate levels of insurance to protect the school property and cover

the liability of the school, including its personnel and trustees.
○ Oversee the school’s workers compensation program.

● Human Resources
○ Assist the Head of School with decisions regarding salaries and benefits for all

personnel, including the evaluation of staff and annual contracts.
○ Oversee human resources efforts and ensure the administration of sound and

consistent employment policies, payroll, benefit programs, employee leave,
personnel matters, and record keeping.

○ Oversee the substitute teacher program.
● Leadership

○ Lead by example and embody our school’s mission, culture, and core values.
○ Supervise the business office manager and registrar, and the business office

associate.
○ Serve as advisor and counsel to the Head of School on all matters.
○ Perform other duties as assigned by the Head of School.



Qualifications
The successful candidate will demonstrate strong interpersonal and communications skills,
proficiency in speaking and writing, and meticulous attention to detail.

● Bachelor’s degree in finance, accounting, or closely related field. Master’s degree
preferred. CPA desirable.

● Works effectively with data and displays inquisitiveness and strong problem-solving skills
to understand the data and what the data means.

● Proficiency in computerized spreadsheets, general ledger and financial modeling.
● Demonstrated results through prior work experiences.
● Embody the Trojan core values of Character, Commitment, Courage, and Community.
● A love of education and a willingness to support innovative teaching and learning at an

independent school.
● Experience in an independent school or other non-profit entity is preferred.

To apply:
Please send your resume and a cover letter to lpotts@stjmontgomery.org.

mailto:lpotts@stjmontgomery.org

