CATHOLIC HIGH SCHOOL

A Brothers of the Sacred Heart School Since 1894

DIRECTOR OF FINANCE

Position Summary

The Director of Finance provides leadership and oversight for the financial operations of
Catholic High School, the Catholic High School Foundation, and Hearthstone Properties.
The Director is responsible for ensuring the sound financial management of these entities
through effective budgeting, accounting, financial reporting, tuition management, cash
management, internal controls, and long-range financial planning.

Working closely with the President and other members of the Office of Finance, the
Director of Finance provides accurate and timely financial information, analysis, and
recommendations to support informed decision-making and the responsible stewardship
of institutional resources. The Director also works with the respective Boards and
committees, auditors, financial institutions, investment advisors, property management
professionals, and other external partners.

The Director of Finance is expected to carry out these responsibilities in a manner
consistent with the mission, values, and priorities of Catholic High School and the Brothers
of the Sacred Heart.

Essential Duties and Responsibilities

Financial Leadership and Management

e Direct and oversee the day-to-day financial operations of Catholic High School and
provide financial oversight for the Catholic High School Foundation and
Hearthstone Properties.

e Provide the President with timely financial information, analysis, and
recommendations to support institutional decision-making.

e Develop, implement, and maintain appropriate financial policies, procedures,
internal controls, and accounting practices.

e Maintain appropriate financial and accounting separation among Catholic High
School, the Catholic High School Foundation, and Hearthstone Properties while
ensuring accurate accounting for transactions and financial relationships among
the entities.

e Assistthe President and Board leadership with long-range financial planning and

strategies that promote the financial strength and sustainability of Catholic High
School and its related entities.



Budgeting and Financial Reporting

Ensure timely, up to date, and accurate financial information for all entities in order
for the President to establish the annual operating and capital budgets for Catholic

High School and coordinate the preparation of budgets for the Catholic High School
Foundation and Hearthstone Properties.

Assist the President with financial projections and models to assist with tuition-
setting, compensation planning, capital projects, enrollment changes, property
investments, and other significant financial decisions.

Prepare timely and accurate financial statements and management reports for the
President, respective Boards, Foundation Board, Hearthstone Properties Board,
and other appropriate groups.

Monitor cash flow and liquidity for each entity and ensure adequate resources are
available to meet financial obligations.

Accounting and Internal Controls

Oversee all accounting functions, including the general ledger, accounts payable,
accounts receivable, cash receipts, bank reconciliations, and financial reporting.
Maintain an effective system of internal financial controls and appropriate
segregation of duties.

Ensure appropriate separation of the financial records, bank accounts, assets,
liabilities, revenues, and expenses of Catholic High School, the Catholic High
School Foundation, and Hearthstone Properties.

Ensure that transactions among related entities are properly documented,
authorized, allocated, recorded, and reconciled.

Ensure compliance with applicable accounting standards, legal requirements,
institutional policies, and nonprofit best practices.

Maintain accurate financial records and appropriate document-retention practices.

Tuition Management and Student Accounts

Oversee all aspects of tuition billing, collection, and student account management.

Administer the school’s tuition management system and ensure the accuracy of
tuition charges, fees, credits, payments, and account balances.

Oversee the tuition assistance program, working with the tuition assistance
committee to make decisions concerning financial aid for families who apply for
assistance.

Oversee the duties of the Tuition Manager in monitoring delinquent tuition accounts
and coordinate appropriate collection procedures consistent with school policy.

Communicate professionally and sensitively with parents regarding tuition
accounts, payment arrangements, and outstanding balances.

Understand and ensure compliance with state tuition funding and STO’s.



Catholic High School Foundation

e OQOversee the accounting and financial administration of the Catholic High School
Foundation.

Maintain accurate financial records for Foundation assets, gifts, restricted funds,
scholarships, endowments, investments, and other accounts.

Ensure proper accounting and tracking of donor-restricted and Board-designated
funds.

e Prepare regular financial statements and reports for the Foundation Board and its
committees.

Coordinate with the Advancement Office to ensure gifts and contributions are
properly recorded, reconciled, and restricted in accordance with donor intent.

Work with investment advisors and appropriate committees to monitor investment
accounts, transactions, distributions, and performance.

Maintain appropriate financial separation between the Foundation and Catholic
High School while accurately accounting for transactions between the two entities.

Audit, Tax, and Regulatory Compliance

e Coordinate annual independent audits or financial reviews of Catholic High School,
the Catholic High School Foundation, Hearthstone Properties, and other related
entities as applicable.

Prepare schedules, records, reconciliations, and documentation required by
external auditors.

e Serve as the primary financial liaison with auditors and other financial
professionals.

Coordinate preparation and filing of required federal, state, and local tax and
informational returns for the respective entities.

e Ensure compliance with applicable nonprofit accounting requirements, donor
restrictions, grant requirements, corporate requirements, and financial policies.

e Communicate audit findings and recommendations to the President and
appropriate Boards or committees and oversee implementation of corrective
actions when necessary.

e Ensure compliance with all local, state, and federal employment tax laws and
regulations.

Insurance Compliance

e (Qversee and coordinate required insurance coverage for Catholic High School
property, facilities, vehicles, and other institutional assets, ensuring that coverage
remains current and appropriate.

e (Qversee and coordinate required property and liability insurance coverage for real

estate and other property holdings owned or managed through Hearthstone
Properties.



Ensure compliance with workers’ compensation insurance requirements, including
maintenance of required coverage, records, reporting, and coordination with
appropriate insurance providers and school personnel.

Coordinate insurance renewals, certificates of insurance, policy documentation,
and related records, and work with insurance brokers, carriers, and other
professionals to address coverage needs, claims, and compliance matters.

Payroll, Benefits, and Personnel-Related Finance

Provide financial oversight of payroll and employee benefit expenditures.

Ensure that personnel costs shared among Catholic High School and related
entities are appropriately allocated, documented, and reimbursed.

Board and Committee Support

Serve as the primary staff resource for financial matters presented to the Catholic
High School Board of Directors, Catholic High School Foundation Board, and
Hearthstone Properties Board.

Prepare financial reports, projections, analyses, and presentations for Board and
committee meetings.

Attend Finance Committee, Investment Committee, Foundation Board,
Hearthstone Properties Board, and other meetings as requested by the President.

Other Responsibilities

Supervise and develop Finance Office personnel and establish clear
responsibilities, procedures, and expectations.

Promote efficient use of technology and financial management systems across the
entities.

Maintain strict confidentiality regarding student, family, employee, donor, tenant,
and institutional financial information.

Maintain relationships with banking and other financial institutions.
Complete all requirements necessary for maintaining professional licenses.
Perform other financial and administrative duties as assigned by the President.

Qualifications

Education and Experience

Bachelor’s degree in accounting, finance, business administration, or a related field
required.

CPA, MBA, or other relevant advanced degree or professional credential preferred.

Significant professional experience in accounting, finance, financial management,
or related field.

Supervisory or management experience as a comptroller, CFO, or Director of
Finance in organizations over 50 employees strongly preferred.



e Experiencein anindependent school, Catholic school, nonprofit organization,
foundation, real estate organization, or similar mission-driven institution preferred.

e Experience with nonprofit accounting, endowments, restricted gifts, multiple
related entities, and/or real estate accounting is highly desirable.

Knowledge, Skills, and Abilities
The successful candidate should demonstrate:

e Strong knowledge of accounting principles, financial reporting, budgeting, cash
management, and internal controls.

e Ability to manage and appropriately account for the finances of multiple legally
distinct but related entities.

e Ability to analyze complex financial information and communicate conclusions
clearly.

e Understanding of nonprofit, Foundation, investment, and real estate financial
practices.

e Strong organizational skills with attention to detail, and strong interpersonal and
communication skills.

e Ability to establish and maintain effective financial systems and procedures.

e Ability to work collaboratively with employees, parents, Board members, donors,
tenants, auditors, attorneys, investment advisors, and other outside professionals.

e Proficiency with accounting, tuition management, spreadsheet, and financial
reporting systems.

e Experience with MIP, Momentum, FACTS, and Blackbaud software preferred.

e Commitmentto responsible stewardship and the mission of Catholic High School.

Mission and Professional Expectations

The Director of Finance is expected to understand, support, and advance the mission of
Catholic High School and the charism of the Brothers of the Sacred Heart. The Director
should approach financial leadership as an important component of institutional
stewardship, ensuring that the resources and assets entrusted to Catholic High School,
the Catholic High School Foundation, and Hearthstone Properties are managed
responsibly, transparently, and strategically in support of the school’s educational mission
and long-term financial strength.

Qualified candidates are invited to submit a resume, cover letter, and professional references
to Lisa Harvey, President of Catholic High School: lharvey@catholichigh.org.
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