
 

 

JOB TITLE: DIRECTOR OF FINANCE AND OPERATIONS 

REPORTS TO: PRESIDENT  

Cristo Rey Tampa High School is part of the national Cristo Rey Network.  Cristo Rey Tampa is 
a Catholic, Salesian, college preparatory high school for students of all faiths from families of 
limited economic resources. It is co-education and serves students of diverse backgrounds.  We 
help our students grow intellectually, academically, spiritually, socially and morally. 
 
The Director of Finance and Operations will serve as a member of the Campus Leadership Team 
and report to the President. The successful candidate will be a hands-on and participative 
manager and will lead and develop internal processes to support the following areas: finance, 
business planning and budgeting, human resources, and facility operations in support of a 
growing school with a budget of $6-7 million and a faculty of 60-70 at full size. 
 
The Director of Finance and Operations will play a critical role in partnering with the Campus 
Leadership team in strategic decision making and operations as Cristo Rey Tampa High School 
seeks to develop its quality programming and build capacity. 
 

Responsibilities include: 

Financial Management 

1. Responsible for the following duties as they relate to both Cristo Rey Tampa High School 
and Cristo Rey Tampa Work Study, Inc., ensuring compliance with all laws and 
regulations. 

2. Oversee and lead annual budgeting and planning process in conjunction with the 
President administer and review all financial plans and budgets; monitor progress and 
changes and keep the senior leadership team and the Board of Directors abreast of the 
organization’s financial status.  

3. Manage organizational cash flow and forecasting; ensure that the operation income, 
billing and collection schedule is adhered to and that financial data and cash flow are 
steady and support operational requirements. 

4. Manage the investment strategy, banking relationships, and capital acquisitions. 
5. Hire and manage finance staff as the school continues to grow. 
6. Organize and implement the accounts payable process, including setting up new vendors, 

ensuring timely payment of invoices, and managing the cash flow process. 



7. Manage the billing and collection of the family contribution, including ensuring accurate 
billing and timely payment. 

8. Manage and implement the billing and collection of Corporate Work Study receivables. 
9. Oversee the Florida Tax Credit Scholarship (Step Up for Students) process, including 

managing the quarterly check endorsement process, monitoring the enrollment of new 
students for the subsequent school year, and managing the annual Agreed Upon 
Procedures. 

10. Update and implement all necessary business policies and accounting practices; improve 
the finance department’s overall policy and procedure manual. 

11. Effectively communicate and present critical financial matters to the finance committee 
& Board of Directors through the President. 

12. Analyze and present financial reports in an accurate and timely manner; clearly 
communicate monthly and annual financial statements; alongside the Director of 
Advancement, collate financial reporting materials for all donor segments, and oversee 
all financial, project/program and grants accounting. 

13. Coordinate and lead the annual audit process, collaborate with external auditors and the 
finance committee of the board of directors; assess any changes necessary. 

14. Manage all aspects of internal controls ensuring that policies, procedures, and 
implementation meet the Generally Accepted Accounting Principles of Not-For Profit 
501 (c) 3 religious organizations. 

 

Human Resources and Operations 

1. In consultation with the President, further develop Cristo Rey Tampa’s human resources 
and operations, evaluate opportunities for professional development, compensation and 
benefits, performance evaluation, training and recruiting, ensuring confidentiality. 

2. Ensure that employee acquisition and new hire training processes are consistent and 
effective in meeting the goals of Cristo Rey Tampa. 

3. Coordinate employee payroll, including employee benefits, new hires, employee 
departures, time off, and correlated state and federal reporting, filing and payment of 
taxes. 

4. Update the Employee Handbook and oversee the distribution to all employees; establish 
and manage a comprehensive training program to educate employees regarding staff 
tools, policies and procedures. 

5. Oversee the management of food services (breakfast and lunch) for students and 
reimbursement through government programs. 

6. Work closely and transparently with all external partners including third-party vendors, 
contractors, and consultants.  Prepare RFPs as needed to analyze new vendor options. 

7. Oversee administrative functions, as well as facilities, to ensure efficient and consistent 
operations. 



8. Annually review the insurance needs of the organization. 
9. Manage the E-rate process. 
10. Supervise the work of the facilities and janitorial staff. 
11. Perform all other duties as assigned by the President. 

 

Qualifications 

1. Minimum of a B.A. 
2. At least 3-5 years of overall professional experience. 
3. The ideal candidate has experience of final responsibility for the quality and content of all 

financial data, reporting and audit coordination. 
4. A track record in grants management desired. 
5. Proficient in the online version of QuickBooks, Microsoft Excel, and Microsoft Word. 
6. A successful track record in setting priorities; keen analytic, organization and problem 

solving skills which support and enable sound decision-making. 
7. Excellent communication and relationship building skills with an ability to prioritize, 

negotiate, and work with a variety of internal and external stakeholders. 
8. A multi-tasker with the ability to wear many hats in a fast-paced environment. 
9. Possess personal qualities of integrity, credibility, and dedication to the mission of Cristo 

Rey Tampa Salesian High School. 

 

Application Procedures 

Apply Online      link to (https://www.dosp.org/schools-office/position-openings-2/)  

 

Cristo Rey Tampa does not discriminate on basis of race, color, religion, national or ethnic origin                
in the hiring of this position. Receipt of your application with other instructions will be sent                
shortly after receiving your completed application along with the other items requested. 

 

Application deadline: Open until filled 

 

https://www.dosp.org/schools-office/position-openings-2/

