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            JOB DESCRIPTION
        Chief Financial Officer
The mission of CCA is to develop urban youth
through transformative education,
equipping future leaders
to impact their communities for Christ.

Department: 
Operations Staff 
Reporting to: 
Executive Director
Responsible for: 
To oversee Human and Capital Resources with excellence, so that the Board of Directors and Executive Team make informed decisions and donors' investments are maximized. 
Salary Range: 
$75,000 - $85,000 

Main Duties and Responsibilities: 

1. Maintain financial records, including QBO bookkeeping, bank reconciliations, and all documentation for donations and expenditures. 

2. Prepare Annual 990. 

3. Prepare for the Annual External Financial Audit. 

4. Prepare Monthly and Annual Financial Reports, including run rate, budget to actuals, P&L, balance sheets, projected funding, and the annual report to donors. 

5. Work with ED and Principal to prepare annual budget proposal for Board approval. 

6. Set up and maintain all HR records for CCA school staff and outside contractors.

7. Run monthly payroll and time-off requests. 

8. Process requests for payments, review expenditures, and approve/deny expense requests. 

9. Oversee annual review of employee benefits. 
10. Oversee property, D&O, worker’s compensation, vehicle, and student insurance policies. 

11. Oversee Inventory of Assets, including school vehicles, technology, and depreciation list. 

12. Work with Board Treasurer to manage investments. 

13. Process contributions and maintain donor CRM Bloomerang. 

14. Assist ED in preparing grant applications and reports. 

15. Oversee ACSI Domain 5: Financial Practices and Institutional Effectiveness and Financial Stability

a. Financial policies and procedures are established and implemented to guide all financial operations and business practices with integrity and in accordance with biblical principles. Financial and business oversight is entrusted to those who possess the appropriate qualifications or experience.
b. The school equitably budgets for personnel, facilities, and resources. The budget is carefully constructed with appropriate input and prioritizes the funding of student outcomes.
c. The school’s finances are reviewed* by an external CPA who has no vested interest in the school. The findings and recommendations are used to improve systems and operations, as appropriate. 
16. Build trust through relationships with CCA staff, modeling Christ-like character in conflict resolution
17. Champion CCA in the community 

Qualifications: 
· Personal walk of faith in keeping with the CCA Statement of Faith and Faculty Commitment  

· Commitment to the Mission of CCA 
· CPA 

· Previous financial management experience   
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