
Chief Financial Officer 
Job Description 

Opportunities and Challenges 

The new Chief Financial Officer will inherit a healthy financial situation due in large part to the long-
term vision of the Board of Trustees and the present work led by interim CFO and school finance 
veteran, Kathy Peters. Benchmark has approximately a $12M endowment and no debt, quite 
remarkable for a school its size.  Enrollment and fundraising have steadily grown in the last two years, 
despite the pandemic, largely because of the new leadership in the admission office, an experienced 
development office, and new Head of School. 

The successful candidate will manage a recently restructured business office, including one in-house 
person who is a 15-year veteran of the school and operates as a Controller.  There is also a new 
outsourced benefits/payroll individual.  Additionally, the CFO will oversee the HR functions of the 
school, an outsourced lunch service program, two members of the IT department, and the Director of 
Facilities who is a dynamic, new staff member who oversees a custodian and team of evening 
housekeepers. The new CFO will have the opportunity to work with other school leaders to find a 
single, enterprise solution to the multiple back-end platforms used by individual departments and 
continue to shape this office’s organizational structure to best fit future needs.  

The school will conclude a year-long strategic planning process in late January, 2022 and a facility 
master plan in March.  It has been working with architectural firm, WRT.  Additionally, the school is 
in the early stages of campaign readiness and campaign feasibility studies with the support of 
Grezebach Glier & Associates. Benchmark envisions an imminent capital campaign to raise money 
for capital improvements, endowment, and the refinement of its compensation and benefits model.  
Additionally, the qualified individual will serve as a thought partner to new Head of School, Chris 
Hancock, who has led much of the school’s growth and launched the aforementioned major priorities 
in the last 18 months.  

The candidate must have a demonstrated history of detail-oriented, organized, and personable 
leadership. S/he will possess an acute knowledge of private school finance, an ability to articulate their 
knowledge clearly in meetings and writing, and work in thought partnership with the Head of School 
to advance initiatives among many competing priorities.  They will be comfortable assuming agency 
in addressing critical issues while understanding that meaningful, healthy relationships with every 
colleague are a core value at Benchmark. 

 
 
Job Summary 
 
The Chief Financial Officer is an integral part of the senior leadership team and is generally 
responsible for managing all of the financial and physical resources of the school. S/he reports directly 
to the Head of School.   
 
 
 
  



Essential Duties and Responsibilities 
 
Financial 

● Develop and oversee financial policies, procedures, and internal controls to safeguard assets, 
protect confidential information, and ensure accurate financial reporting. 

● Provide accurate and timely financial reports including monthly financial statements, budget 
to actual department reports, cash flow projections, endowment results, and any other reports 
necessary for the successful financial management of the School. 

● Administer the annual budget (including preliminary and revised budgets) to align with the 
school's goals and mission and maintain account records related to the school’s budget.   

● Prepare and provide department budgets (along with monthly budget-to-actual reports) and 
assist  in ensuring the best utilization of the School’s resources. 

● Participate in the development and implementation of the School’s strategic plan, providing 
recommendations, financial analysis, projections, and other data to inform the process. 

● Develop and deliver the long-range, multi-year financial plans of the School in accordance 
with the School’s strategic plan and investment policy statement. 

● Oversee budget, financial accounting, and project timelines for construction projects to ensure 
the School’s resources and Capital Campaign funds are managed appropriately. 

● Maintain a tuition assistance program that provides a consistent, timely and fair process of 
applications, reviews and awards; ensure tuition assistance award amounts are made within the 
School’s guidelines. 

● Assist in determining and developing alternative revenue sources in a non-profit setting. 
 
Personnel 

● Oversee school business and office management functions including: front desk, tuition billing 
and collection, accounts payable/receivable, general ledger maintenance, contracting, 
accounting and reporting, regulatory reporting and compliance, and year-end audit.  Also 
oversee all aspects of the health center, dining operations, facilities and IT. 

● Manage, mentor, and develop direct reports, providing constructive and timely feedback, while 
creating an open environment for productive communications.  

 
Human Resources 

● Manage all aspects of human resources including payroll, health benefits, retirement, legal, 
compliance and regulatory issues, employee relations, and other employee matters. 

● Manage the School’s benefit offerings to ensure they are both competitive and cost effective. 
● Work with the Head of School and Board of Trustees to develop and implement the most 

appropriate and effective compensation plan that will incentivize valuable employees to remain 
with the school, while appropriately managing its financial resources. 

● Ensure that human resources policies and practices are clearly articulated, consistently applied, 
with ongoing training of staff concerning general procedures and required specialized 
knowledge. 

● Coordinate the preparation of reports to government agencies, including tax filings; administer 
policies and procedures from local, state and federal agencies; provide and monitor safeguards 
to ensure continuation of tax-exempt status. 
 
 
 
 



Legal and Risk Management 
● Oversee risk management functions including emergency response, compliance, risk exposure 

areas, and insurance coverages.  Assure protection of the School’s assets through internal 
control, independent external audits and adequate insurance coverages. 

● Alongside the head of school, serve as liaison between school and outside counsel for legal 
matters; review all contracts for legal implications, and assist department leaders in the 
solicitation and evaluation of proposals, making recommendations as appropriate. 
 

Facilities 
● Oversee facility operations, including maintenance of buildings, grounds, and equipment; 

collaborate with the Director of Facilities to develop a comprehensive short-term and long-
term deferred maintenance schedule and an annual plan for PPRRSM funds; ensure adequate 
procedures are in place for managing facility usage by outside parties. 

● Oversee IT, ensuring a secure and reliable network is continuously maintained; create a 
strategic long-term plan for internal technology needs, including accurate inventory of all 
equipment and software with a recommended replacement schedule. 

● Understand the culture and climate of the School and the wider educational environment, with 
the ability to work effectively with parents, faculty and staff, trustees and consultants to 
function proactively and contribute in a highly collaborative team environment. 
 

Other 
● Model and foster high ethical standards, integrity, and respect for colleagues, alumni/ae, 

parents, and students in the conduct of the school’s business. 
● Remain current with business management trends and cultivate professional standards and 

development by participating in educational opportunities, reading professional publications, 
maintaining personal networks, and participating in local, regional, and national professional 
organizations. 

● Create and maintain a warm and supportive environment; provide clear and timely 
communication with students, parents, and faculty/staff members in a positive professional 
manner; and demonstrate an openness to learning, growth and change, in accordance with the 
educational philosophy of Benchmark School.  

● Maintain banking and investment relationships with financial institutions according to the 
investment policies/strategies established by the Board of Trustees and best practices.   

● Performs other duties as assigned by the Head of School. 
 

Qualifications: 
 

● Bachelor’s degree required, masters preferred - preferably in accounting or finance with CPA 
certification. 

● A minimum of five years of leadership experience in finance/accounting in the non-profit 
sector, preferably with an independent school or educational organization. 

● Proven success in a senior administrative role, including working with a board and various 
committees 

● Demonstrated leadership qualities in organizing people and processes to create a cohesive and 
collaborative environment. 

● High ethical standards 
● Self directed and able to effectively prioritize multiple tasks subject to interruptions. 



● Ability to meet deadlines and function effectively in a complex organizational environment 
that demands a high energy level, discretion, patience, flexibility, enthusiasm and humor. 

● Relevant computer proficiency, including QuickBooks Enterprise, all aspects of Google 
(including email, Sheets, Docs, etc.), Excel and outside payroll company operations; must have 
strong spreadsheet and database experience. 

● Demonstrated ability to lead strategic initiatives to completion while anticipating issues and 
identifying effective solutions for the entire organization. 

● Strong analytical skills and exceptional written/verbal communication and presentation skills, 
including the ability to distill complex topics and communicate them effectively to a variety of 
audiences. 
 
 

Physical Demands 
 
The physical demands described here are representative of those that must be met by an employee  
to successfully perform the essential functions of this job. Reasonable accommodations may be made  
to enable individuals with disabilities to perform the essential functions. While performing the duties  
of this job, activities include: 

● Walking, standing, bending, kneeling, lifting, finger dexterity, grasping, repetitive motions,  
talking, hearing and visual acuity.  

● Visual acuity includes close vision and ability to adjust focus; close vision such as seeing  
well enough to read, work on the computer and ability to adjust focus. 

● Occasional requirements to climb or balance; stoop, kneel, crouch, or crawl. 
● The work is performed primarily indoors.  
● Occasionally lift up to 30 pounds.  
● Work at a desk and computer for extended periods of time.  
● Work primarily indoors in a temperature controlled, sealed office. 
● Must be able to access all areas of the 23 acres of the School campus. 

 
 

Work Environment 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions.  The noise level 
in the work environment is usually moderate; temperatures may fluctuate in the office, and while 
walking or transporting to all areas of the 23 acres of the school campus. Benchmark School is an 
equal employment opportunity employer and does not discriminate against employees or job 
applicants on the basis of race, religion, color, sex, age, national origin, handicap, veteran, sexual 
orientation or any other status or condition protected by applicable state or federal laws, except 
where a bona fide occupational qualification applies. 
 
 

 
 


