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Business Manager 
 
Summary 
The Business Manager is responsible for ensuring efficient and cost-effective operations of the 
school, including financial, facilities, and HR functions.  
 
Employment Classification 
This is a year-round, full-time, exempt position. The Business Manager will report to the Head of 
School.  
 
Essential Responsibilities  
 
Business Management 

• Establish, communicate, and implement policies and procedures for business office 
functions, including setting and tracking yearly budgets, deposits, billings, tax receipts, 
fundraising, reimbursements, supplies, travel, etc.  

• Oversee the relationship with our third-party bookkeeping service with intent to move 
these services in-house 

• Supervise the Business Office Associate(s) (AP/AR, liaison with the third-party 
bookkeeping service, HR, misc. duties) 

• Coordinate the school’s payroll process, health benefits, and retirement accounts  
• Maintain appropriate levels of insurance to protect the property and the potential 

liabilities of the school; ensure rental agreements are properly administered 
• Support development efforts in terms of ensuring online gift tools are functional, tracking 

donations, assisting with donor thank you letters or receipts, including the Annual Fund 
Campaign, Auction, Endowment, grants, and any special projects. Serve as cashier for 
the Annual Auction 

• Order general school supplies  
• Coordinate and seek input from school’s consulting CPA, supervise audit  
• Create and implement procedures for safeguarding and summarizing Business Office 

transactions 
• Serve as liaison to chair of the Finance Committee and Board of Trustees 
• Supervise IT and other third party vendors to ensure work is cost effective and 

successfully completed. 
 

 
Facilities & Transportation Management  
• Develop and implement a daily and long-term facilities management program 
• Conduct and document regular facility inspections, ensuring all safety inspections from 

external organizations are current   
• Establish and review facilities-related service contracts  
• Oversee facility refurbishment and renovations, including serving as the school’s primary 

liaison with contractors and service providers 
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• Supervise the facilities support staff, including Facilities Technician and cleaning staff 
• Develop and implement cost control and cost benefit analysis of school initiatives 

associated with facilities, including those addressing sustainability 
• Coordinate the campus safety and security programs and facilities rentals 
• Ensure school vehicles are properly maintained and supervise transportation staff 
• Manage the school’s transportation system, including daily bus service, as well as 

requests from staff for the school’s residential program, field trips, outdoor trips, and 
athletics 

• Conduct repairs or provide backup for Facilities Technician as needed 
 
Other duties as requested 
 
 

Skills and Experience 
• M.B.A. preferred or relevant Bachelor’s Degree 
• Expertise with QuickBooks, Excel, nonprofit accounting, AP/AR 
• Proven success in small business management and supervisory experience 
• Strong organizational, interpersonal, and communication skills 
• A desire to learn and grow in areas of limited present experience required in this position  
• The ability to understand and manage long and short-term projects 
• The ability to manage employee daily work schedules ensuring daily school needs are 

met 
 

As a member of a high performing senior leadership team, the Business Manager will have the 
opportunity to design and implement critical financial and operational systems, engage in 
professional growth opportunities, and make a difference in serving a vibrant educational 
community. Can-do initiative, personal responsibility, and a commitment to professional growth 
and quality work are core values shared by all members of the Riverstone International School 
senior leadership team. 
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