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Job Description 
 

POSITION NAME:  Business Manager O’Hara Catholic School 

REPORTS TO:  Principal EFFECTIVE DATE:  

CLASSIFICATION:  Exempt APPROVED: 

GENERAL STATEMENT OF DUTIES: 
Responsible for the HR and Finance duties of the school as well as ensures the  effectiveness of the school’s 
operations.  The Business Manager thrives on discovering ways to work collaboratively, cost effectively and 
efficiently.  In addition, the Business Manager works with families in need of financial assistance to help and 
provide solutions as needed.  The Business Manager reports directly to the Principal, and also provides periodic 
budget and actual information to the School Advisory Committee’s Finance Chair.   
 
This position is part of the core management team that supports the Principal and ensures that the administrative 
needs of the School are met.   

ESSENTIAL FUNCTIONS/MAJOR RESPONSIBILITIES:  (The essential functions/major responsibilities listed are 
intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does 
not exclude them from the position.  Duties and responsibilities are also subject to change by the employer as the needs of the 
employer and the requirements of the job change.) 

Financial Responsibilities: 

1. Oversees the data entry to ensure the accuracy in the filing and  recordkeeping system for all school 
matters.   

2. Prepares monthly, quarterly and year end reports for the Archdiocese, Principal, School Pastor,  and 
SAC Finance Chair as needed.   

3. Facilitate and coordinate internal financial audits and reviews, as requested by the Archdiocese. 
4. Maintains current year cash flow forecast that includes a cash flow management system with purchasing 

and payment schedules clearly defined. 
5. Prepares, administers and reviews the budget process in collaboration with the Principal, SAC Finance 

Chair, other committees as requested.   
6. Monitors the collection, counting, recording and depositing of school revenue from all sources, while 

maintaining proper internal control procedures. 
7. Collaboration with the Advancement Office on the processing and tracking of pledges and donations.  
8. Responsible for monitoring and implementing internal controls. 
9. Responsible for administering the monthly payroll through a 3rd Party payroll system.  
10. Serves as a school contact with financial institutions, vendors,  and the Archdiocese. 
11. Assists in the planning of financial stewardship and long-range planning efforts by maintaining a multi-

year financial model using updated assumptions. 
12. Responsible for understanding and maintaining school policies, procedures, and guidelines. 
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Administrative Responsibilities: 

1. Coordinates school liability, property insurance, and workers’ compensation in collaboration with 
Archdiocesan insurance programs.  Coordinates and prepares school response to liabilities and legal 
concerns in collaboration with Archdiocesan offices as appropriate.  

2. Responsible for onboarding new school hires, administers school salary and benefit programs, and 
handles employee relations issues as directed by the Principal.  Consults with appropriate Archdiocesan 
resources to ensure personnel actions are appropriate and consistent with Archdiocesan personnel 
guidelines.   

3. Partners with the Principal,  Director of Advancement and Communication Specialist  in the 
development activities of the school including marketing, public relations, communications, grant 
writing, fundraising, and stewardship.   

4. Oversees and manages FACTS program (or any other program chosen by school)  for the school (online 
portal for parents tuition and assistance)  

Campus Management Responsibilities: 

1. Reviews bids and quotes and assists the Principal in negotiating contracts with outside 
vendors/contractors. Prepares contracts as necessary per Archdiocese requirements.    

2. Establishes and monitors preventive maintenance programs for school, in partnership with the Facilities 
Manager.  

3. Oversees security of school property (keys, files, etc.)     

Other: 

1. Ability to work closely with families in need of financial tuition assistance in a manner that is respectful, 
and empathetic.  

2. Maintains good working relations and effective communication between the school community, various 
groups, and outside authorities.  Consults with and advises the  Principal on business and administrative 
matters that affect the school.   

3. Participates in school programs and activities as directed by the Principal.  Attends staff, Archdiocesan, 
and council meetings as required.   

4. Handles other duties as assigned.   

JOB SCOPE:  
Position encounters frequent new and varied work situations with a high degree of complexity. Some formal 
policies and procedures exist to govern work;  Position operates independently with minimal supervision.  

COMMUNICATION/CLIENT CONTACT:  
Contacts are made with others both inside and outside the organization, either by telephone, electronically or in 
person. Contacts frequently contain confidential/sensitive matters necessitating discretion at all times.  Contacts 
are made by both the Principal’s request and on the employee’s own initiative. 

SPECIFIC JOB SKILLS:  
Excellent verbal and written communication skills.  The Business Manager must also be able to be creative, use 
independent judgment and take action to solve problems, function as a team member, and handle presentations.  
Service orientation, organizational and public relations skills, and ability to negotiate are important.  Position 
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requires highly developed interpersonal skills and ability to maintain confidentiality.  Knowledge of required 
accounting procedures for schools.  Proficiency with Google products & Microsoft office products, including 
experience with excel, word processing, and accounting software.  

EDUCATION AND/OR EXPERIENCE:  
B.A. degree specializing in Accounting/Business Administration is preferred, along with 5 years financial, 
accounting, office management, human resources and facilities management experience.  Accounting 
experience must include budget preparation, payroll, and data entry/management.  Previous school experience is 
preferred.  Practicing Catholic preferred.  Bilingual in Spanish preferred.  Valid driver’s license required.  
Employee must pass a full and complete background check.  

PHYSICAL DEMANDS:  
While performing the duties of this job, the employee is required to stand, walk, stoop, finger, talk, reach, feel, 
sit, climb, grasp, hear and perform repetitive motions of the hands/wrists.  Lifts and moves items up to 30 
pounds.   

JOB CONDITIONS:  
Work is performed mostly in an office setting.  Employee is required to do extensive close computer work, as 
well as sit for long periods of time and attend evening or weekend meetings.   
 
The physical demands and work environment characteristics described above are representative of the physical capabilities that must 
be met by an employee and the working conditions that 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.   

SUPERVISES: 
Data Entry Clerk (if applicable) 

    
 


