Business Manager Job Description 

The Business Manager is responsible for the overall finances of the school, as well as related contractual, legal and tax obligations.  The Business Manager reports to the Principal or Superintendent and works with the Board Treasurer and finance committee.
Responsibilities include the following:

Financial Reporting and Accounting
· Prepare monthly statements for submission to finance committee, with comparison against budget together with analytical comments for material differences.
· Prepare year end forecasts and update periodically for analysis and decision making.
· Prepare year end financial statements and working papers for audit/review engagement by external accountants.  Ensure all required financial statement disclosures are made in accordance with GAAP.
· Prepare annual budgets for submission to finance committee using SCSBC budget template, gathering input from all required parties.
· Prepare year-end financial statement and annual budget summaries for distribution for membership meetings, as well as any required Power Point presentations.
· Supervise preparation of annual tuition and donation receipts, as well as tax receipts such as T4s, T4As, and T5s.
· Prepare Charitable Receipting Sheet 1 to 3 templates at beginning of each school year.

· After completion of the year end financial statements, prepare Secular Cost per Student per Sheet 4 of Charitable Receipting template.

· Prepare the ES FTE audit form and supporting working papers with assistance from the front office staff, and coordinate with the external auditor.

· Prepare the SOPSOC audit form and supporting working papers and coordinate with the external auditor.
· Prepare T3010 Charity Information Return information.
· Ensure Annual Report is filed with Registrar of Societies.
· Submit annual SCSBC bench marking data and review results with the finance committee.
· Ensure appropriate Not-for-Profit GAAP is used. 

· Maintain Capital Projects cost and budget updates for construction projects.

· Maintain three years’ operating and capital rolling forecasts. Prepare long term financial projections if required for financing needs.
Banking

· Develop and maintain cash flow management plan.  Prepare annual cash flow forecast and update and report regularly to the finance committee.
· Ensure surplus cash earns interest utilizing cash management tools.
· Review existing debt arrangements from time to time and advise Treasurer and finance committee of alternate source of funds where appropriate.
· Maintain working relationship with all lenders and financial institutions.
Human Resources

· Supervise preparation of all staff contracts.

· Monitor employee benefits and other payroll costs.
· Work with the Principal to determine appropriate salary levels for all staff.

· Help with recruitment and interviews for office staff.

Risk Management

· Maintain and review risk management issues.  Responsible for all property, liability, director’s liability, cyber and other insurance policies and handling all claims.  Report annually to Treasurer and finance committee on adequacy of coverage and any proposed plan adjustments.
· Ensure appropriate internal controls are documented, implemented and executed for banking, payroll, purchases, payables, payments, revenues, receivables and reporting.
· Maintain all vendor contracts entered by the schools.
· Ensure compliance with legal, regulatory and tax authorities, including BC Employment standards, Canada Revenue Agency, WorkSafe, and BC Societies Registrar.  Consult with lawyers as required.
Other Responsibilities
· Attend finance committee meetings.
· Attend annual SCSBC Business & Development Conference.
· Develop, review and update finance policies as needed and present for approval to the finance committee/board as required.

· Ensure the business office procedures manual is updated on a regular basis.

· Responsible for any special projects requested from the Board, finance committee or Principal.
· Responsible for all aspects of the school’s tuition assistance program.

· Supervise the work of the bookkeeper/finance assistant and conduct performance reviews as required.
· Report to the Principal and Treasurer.
Qualifications

· Relevant experience in accounting and business management activities with a CPA professional designation.  

· Possess strong interpersonal, leadership, planning and organizational skills. 
· Proficient in both verbal and written communication and presentation skills.
· Must be able to work effectively under pressure, multi-tasking and effectively manage accounting staff.

· Must be analytical, self-motivated and able to work under minimum supervision.  
· Is proficient in Simply Accounting, Microsoft Office suites, particularly Excel and XLGL, as well as PowerPoint.  
· Is a committed Christian with a passion for promoting Christian education and in full agreement and support with the school’s constitution and statement of faith.
