
 

Great Lakes Academy is an innovative elementary charter school that currently serves grades K-3, adding one grade per 
year until we are serve K-8. We are currently seeking a high capacity, energetic, detail obsessed individual to serve as our 
inaugural Director of Finance and Operations.   

Job Description 

The DFO is charged with running the financial and operational side of the school, from financial management to vendor 
relationships to technology needs and facility operations, as well as managing and maximizing the impact of the full 
Operations team.  The DFO works closely with the Executive Director and Principal on school-wide strategy, system 
building, and strategic planning. 

Job Outputs 

1. Establishing and maintaining consistent relationships and contracts with all outside vendors, from food service to 
snow removal 

2. Ensuring up-to-date financial statements and financial record keeping in compliance with GAAP 
3. Assisting in the creation and monthly analysis of the annual budget and 5-year budget 
4. Providing thorough, informative monthly reports and dashboard to Board of Directors on school financial and 

operational status 
5. Ensuring the school is fully supplied, from scissors to computers, and the Operations team is fully staffed  
6. Ensuring the facility is clean, organized, and well maintained 
7. Serving on school leadership team, working closely with the Executive Director, Deans of Curriculum and 

Instruction, and Director of Development to create staff schedules and contracts including HR benefits 
8. Creation of strategic plans for the school’s long term plans 
9. Effective leadership of Operations team and all school operational and financial functions 
10. Maintaining grant budgets and timely grant reporting 

 
Job Responsibilities 

 
1. Financial monitoring and reporting, including annual audits 
2. Managing all financial and operational compliance reporting to CPS and ISBE 
3. Overseeing bookkeeping, including bill payment and payroll 
4. Annual budgeting and frequent oversight and management of budget 
5. Ensuring the school’s facilities are clean, organized, maintained, and all facility work is strategically planned 
6. Managing and monitoring systems and processes for the sourcing, procurement, utilization, distribution and 

monitoring of supplies for school, including furniture, curricular orders, technology, food, etc. 
7. Managing front office functions including the upkeep of all student information online and on paper, from 

medical files to enrollment paperwork 
8. Managing and coaching the members of the school’s Operations Team, including School Secretary, Interns, 

Operations Associate, and Operations Manager 
9. Academic data reporting 
10. Grant update reporting 
11. Problem solving small and large issues and thinking creatively about establishing systems and structures for a 

school 



12. Maintenance of school-wide systems such as morning entry, dismissal, lunch, field trips, school events, etc. 
13. Overseeing student recruitment and enrollment process 

 
Competencies 

1. Highly organized and detail oriented 
2. Efficient and able to multi-task and re-prioritize daily goals quickly and thoroughly  
3. Strong communicator and collaborator 
4. Leader of adults; able to impact change in adult behavior 
5. Self-directed and flexible; able to thrive in a flexible, dynamic work environment 
6. Has demonstrated ability to manage cross-functional teams 
7. Project management 
8. Able to coordinate multiple moving parts, and multiple tasks on a daily basis 
9. Able to establish and implement operational and financial best practices at start-up school 
10. Knowledgeable in managing operational finances; able to manage the school budget and report out on school 

profit and loss to Executive Director and Board on daily, weekly, monthly basis 
11. Able to coordinate all aspects of facilities management 

Job Requirements 

1. Bachelor’s degree is required; MBA or Master’s degree and explicit financial experience is highly preferred. 
2. Minimum of two years experience working in a similar capacity with demonstrated track record of success as a 

school Director of Operations and/or Finance; and 
3. Minimum of two years experience in a school required; and 
4. Belief in and alignment with Great Lakes Academy’s core beliefs and educational philosophy is non-negotiable. 

Culture Fit- Do these words describe you? 

Fiercely positive, Hard-working, Intelligent, Team oriented, Organized, Sense of humor, Belief in the life changing power 
of education, Humble, Self-reflective, Self-directed, Goal-oriented, Relentlessly enthusiastic 

Apply Now 

Go to www.glachicago.org and click on apply. 

As an equal opportunity employer, Great Lakes Academy hires without consideration to race, religion, creed, color, 
national origin, age, gender, sexual orientation, marital status, veteran status, disability, or any other category protected 
by applicable law. 

 


