
JOB DESCRIPTION

Title:   Director of Finance & Operations/CFO
Department: Administration
Hours: 8:00-4:30 pm				Reports to: Head of School
Status:  Full-Time, Exempt			Revised: 02/03/25										
General Position Summary:   

The Director of Finance & Operations/CFO (Director) is the primary party responsible for the non-academic functions of the school apart from Development and Admissions.  The Director reports directly to the Head of School and serves as a strategic thought partner to Head of School, Leadership Team, and Board of Trustees. The Director manages the school’s financial resources in a manner consistent with Calverton’s educational mission, and must exhibit innovative thinking, creative problem-solving and a desire to support the school’s future success and growth.

Essential Functions/Major Responsibilities:  

The Director duties include:
· Supervision of cash receipts, purchase orders, accounts payable, disbursements, accounts receivable, student billing, human resources, payroll, operating funds, bank relations, and signing checks and EFTs. 
· Create monthly and annual financial statements and produce reports for the annual audit. 
· Collaborate with HOS, Board of Trustees and other leaders to develop and implement long-term financial strategies that support the school’s sustainability and growth.   
· Responsible for developing the annual and long-range forecasting; costing out construction projects, approval and tracking; variation reporting and control; preparation of budget forecasts including, but not limited to, monthly, yearly, five years, long range planning and projections.
· Remain current on audit best practices, school policies, procedures and State, Federal, and Local laws.
· Develop and oversee financial policies, procedures, and internal controls to safeguard the school’s assets and ensure accurate financial reporting.
· Identify, negotiate, and oversee contractual operations with providers of long-term services to the school, including insurance, capital leases, rental agreements, and janitorial services. 

· Direct the school’s health, disability, and retirement plans; oversees payroll and related reports to comply with local, state, and federal regulations and reporting requirements. 
· Works with the Facilities Manager and Information Technology Vendor to direct the operation of the buildings and grounds and technology that also includes long range budgeting and space allocation.

Job Scope:  
 
Position encounters a wide diversity of work situations involving a high degree of complexity.  Complexity is due to diversity of assigned responsibilities, legal and financial reporting compliance requirements, interaction with a very diverse group of individuals and organizations, competing workload demands, and being able to shift priorities quickly.  The position is responsible for determining own practices and procedures and operates independently with minimal supervision.

Supervisory Responsibility:

The Director is responsible for and directs the following positions:

· Human Resources/PR/ Benefits Specialist
· Business Specialist

 Interpersonal Contacts:
 
Contacts are normally made with others both inside and outside the organization.  Contacts are made in person, or by phone or e-mail, with insurance, banks, or financial consultants, and other professional advisors and consultants, State/Federal employees, Board members, parents, and employees.  Contacts frequently contain confidential/sensitive information always requiring discretion.


Specific Job Skills: 

A thorough knowledge of accounting principles and practices is needed, also a strong ability to operate personal computers and office and accounting software programs.  Good oral and written communication skills, judgment, decision-making ability, and the ability to take global perspective on issues to be able to predict the impact of certain actions on other financial aspects of the school. Superb communication skills for written, verbal, and presentations. Must have highly developed organizational skills, and attention to detail.

Mental and Physical Requirements:

Constantly requires decision-making, and ability to read and understand English at level necessary to successfully perform assigned responsibilities.  Interpersonal skills, problem analysis, basic and advanced math, and ability to read English are frequently required.  The need to sit is continuous.  Frequently requires hearing and repetitive motions of hands/wrists.  Some lifting is required.

Education and/or Experience:

B.S. degree in Accounting, Business Management or Finance is required. Advanced degree is preferred, CPA a plus.  At least six years’ experience in progressively responsible financial management with demonstrated success in leadership roles. Managing an accounting office, systems management, and supervisory experience is required. Ability to prepare and maintain financial reports in compliance with GAAP. Non-profit accounting experience preferred. Two years of audit preparation is required. Advanced proficiency in the use of Excel, accounting or database software and the ability to research and implement new financial software. 

Job Conditions:
The work of this position is conducted on the school campus to enhance collaboration and support of the school community. Extended hours are occasionally required to complete special assignments, meet tight deadlines, attend school meetings, or attend events occurring during non-business hours. The position operates independently with minimal supervision. 


About the Calverton School
 The Calverton School is an independent, co-ed day school with a small residential program in which 325 students aged 3 to Grade 12 partner with dedicated teachers on a beautiful 150-acre campus in Huntingtown, Maryland. Our southern Maryland location enables Calverton to attract a diverse student body from five counties to our learning community where students grow through a culture of respect, challenging yet well-rounded academics, and shared experiences. The Calverton School aims to instill in students’ intellectual curiosity, personal responsibility, and a strong work ethic to prepare for higher education and citizenship in a democratic and global community. Calverton seeks growth-minded professionals who will support our educational mission and values, who are committed to supporting the whole student, and who are excited to join and contribute to a small PreK-12th grade learning community. Calverton is committed to a diverse and inclusive community and seeks applications for all positions from candidates who will contribute to an environment in which all are valued and supported

To apply: 
Interested candidates should send a cover letter, resume, and names of three professional references to Adrienne Forgette, Head of School at aforgette@calvertonschool.or
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