INSTITUTE FOR
CATHOLIC LIBERAL
EDUCATION

Director of Finance and Human Resources

Institute for Catholic Liberal Education
Remote Position

Part-Time, Exempt (25-30 hours/week)
Salary commensurate with experience

Organization Description
The Institute for Catholic Liberal Education (ICLE) inspires and equips Catholic educators to

renew today’s Catholic schools by drawing on the Church’s tradition of education, which frees
teachers and students for the joyful pursuit of faith, wisdom, and virtue.

Position Description

This position directs and oversees ICLE’s financial operations, including managing cash flow,

preparing the annual budget, coordinating audits, interfacing with vendors, and overseeing IT

resources as well as online subscriptions and accounts. This position also manages human resources

functions, including recruitment, onboarding, benefits administration, compliance, and employee

relations. The Director of Finance and Human Resources reports to the President.

Primary Responsibilities—Finances (20-25 hrs/week)

® Oversee daily financial operations

® Prepare and analyze proforma financial reports for Leadership and the Board of Directors

® Develop, monitor, and manage budgets, cash flow, and financial projections over a 3-year

time horizon

Identify opportunities for cost savings and help to maximize operational efficiency
Coordinate annual audit and external tax advisors and prepare all workpapers
Ensure compliance with financial policies, procedures, and relevant regulations
Apply for tax-exempt status for ICLE events held in various states

IT, insurance, credit card, payroll, and other such companies

Manage relationships with external auditors, vendors, and financial institutions, including

® Research, implement, and upgrade technology tools-including digital platforms and apps—to

meet ICLE’s needs and ensure those tools operate successfully
Supervise and mentor accounting or finance staff as needed
Ensure that online subscriptions and accounts remain active and updated



Primary Responsibilities-Human Resources (5-10 hrs/week)

Oversee recruitment efforts for all personnel, including writing and placing job ads
Administer employee benefits, leave, and payroll coordination

In conjunction with the President, prepare job offers for new hires and letters of
employment renewal annually

Develop, revise, and communicate personnel policies and procedures, and ensure they
remain updated and accurate in the Employee Handbook

Ensure compliance with employment laws and ICLE policies

Create, update, and maintain personnel records in accord with federal/state regulations
Conduct new employee orientations and onboarding, and coordinate background checks
Provide employee relations counseling, when needed

Conduct exit interviews

Desired Qualifications

Active and practicing Catholic who supports the full teachings of the Catholic Church,
specifically regarding matters related to faith and morals

Must promote the stated mission of ICLE in areas of professional and personal conduct and
understand how the development and sustaining of a Christian community within the
organization is an essential component of this mission

Ability to work efficiently and effectively in remote environment
Knowledge of basic accounting, payroll, finance, and budget functions and systems

Ability to prepare clear, concise, and accurate administrative and financial reports

Ability to operate and use modern office equipment and software, including Excel and other
Google Suite products and various applications
At least 3 years experience with professional accounting work, budget preparation, data

analysis, and financial modeling and record keeping

Strong organizational and problem-solving skills, great attention to detail, and ability to
lead multiple projects and adapt effectively to shifting priorities

Must maintain high degree of confidentiality, professionalism, and interpersonal skills when
interacting with a wide variety of constituents

Ability to travel 8% of the time
Bachelor’s Degree required
Master’s Degree preferred
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