
 

Business Director 

 

JOB SUMMARY 

Establishes and maintains the business environment at Legacy.  Oversees all areas of budgetary and financial 

responsibilities and reports these findings to the Administrator and Board of Trustees.   

 

DUTIES AND RESPONSIBILITIES 

1. Upholds the school’s statement of faith and leads by example in a way that glorifies God and honors His 

son, Jesus Christ. 

2. Loves and is passionate about working on a team.  Works well and lovingly manages subordinates in the 

Business Office. 

3. Advises and counsels administrator and Board regarding all matters of budgetary and financial issues. 

Provides a monthly budgetary update for all board meetings in an accurate and timely fashion. 

4. Prepares and processes payroll.  

5. Receives, processes and pays all monthly bills and statements accurately and in a timely fashion.  

6. Monitors and maintains FACTs or other tuition payment program and all information associated with 

this process.  

7. Prepares and oversees any and all efforts related to financial reviews and/or audits. 

8. Works closely with the treasurer of the board and the Head Administrator to accommodate requests for 

the bank as it relates to any and all refinancing, capital campaigns, additional construction projects, etc. 

9. Reviews, receives and processes all registration forms for payment. Prepares tuition invoices from the 

forms and relays them to parents in an accurate and timely fashion. 

10. Participates in maintaining accurate and reliable fundraising records and is responsible for reporting 

information regarding fundraising results in an accurate and timely fashion.  

11. Works closely with parents regarding any and all financial issues.  

12. Reports registration of classes, schedule changes and any other enrollment information directly to 

Academic Supervisor/Principals.  

13. Prepares and processes all tax records and any other government affiliated information in an accurate 

and timely manner.  



14. Ensures that Legacy meets and maintains its 501(c)3 status through familiarity with information 

regarding these government statutes and guidelines.  

15. Responsible for maintaining accuracy of budget and all other financial records. 

16. Works closely with Administrator and parents to establish an open and effective communicative 

environment. 

17. Assists Head Administrator in gathering all information relevant to certifications, accreditations, or the 

maintenance thereof, where financial records are at issue.  

18. Performs any all related duties as required.  

 

MINIMUM ACCEPTABLE QUALIFICATIONS 

1. A personal relationship with Jesus Christ and a love for children.  

2. Excellent communication, interpersonal and counseling skills  

3. Knowledge of financial policies in accordance with 501c3 statutes.  

4. Ability to trouble shoot problems that may arise with late/non-payment issues and work effectively to 

resolve them.  
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