
 
 

Director, Finance and Operations 
 

Overview:  
 
The Director, Financial and Operations is accountable to the President/Principal for financial planning, 
budgeting, and analysis in support of critical financial strategies as well as for supporting the 
attainment of the Colleges’ mission by providing financial leadership, vision and direction to the 
departments within the institution. The Director is responsible for the operational and facility 
management and growth.  
 
Expectations and Responsibilities  
 
Finance Office 

 Oversee day-to-day financial activities of the Colleges.  

 Provide strategic leadership, tracks financial goals and prepares reports and recommendations 
for the President/Principal and the Board of Directors. 

 Provide financial expertise in building the strategic plan for the Colleges. 

 Establish and develop relations with the senior leadership team to provide finance-related 
direction, support, and expertise.   

 Provide accurate internal and external financial reporting. 

 Develop and maintain timely and accurate financial statement and business reports in 
accordance with Non-profit organizations (NPO). 

 Coordinate staff to prepare all supporting documentation for the annual audit and manages the 
audit process. Serve as the primary liaison with audit firm.   

 Oversee the Finance Coordinator in their role managing accounts payable, accounts receivable, 
etc., and the Payroll Officer.  

 Develop and maintains an effective insurance program covering a wide range of risks relating to 
property and general liability. 

 Lead the annual budget development process, monitor expenditures and variances, and 
proactively update income and expense projections. 

 Negotiate, prepare, and monitor all vendor and consultant contracts. 

 Oversee tax preparation and filing. 

 Oversee grant and donor receivables and coordinate tracking with Development team. 

 Develop and implement finance-related systems, policies and procedures to ensure 
compliance. 

 Ensure all fiscal policies, procedures and documentation requirements are adequate to protect 
the Colleges. 

 Serve as staff liaison to the Finance Committee of the Board.  

 Serve as the secondary contact person in the benefits administration process.  

 Work closely with the Human Resources Office to maintain updated personnel and operations 
policies and procedures and ensure compliance. 

 Serve as the Privacy Officer.  



 
Operations 

 Oversee management and maintenance of all College facilities to ensure a safe workplace, 
recommending improvements and managing maintenance requirements while planning for 
future growth. 

 Oversee the Joint Occupational Health and Safety Committee and ensure all health and safety 
standards are met.   

 Develop and oversee document retention policies and manage disposal of records. 

 Ensure emergency and security policies and procedures are understood and followed. 

 Oversee the Manager, Administrative Office and the Support Officer, Administration and 
Operations, and the System Administrator –IT in their roles.  

 Negotiate, prepare, and monitor all rental agreements.  

 Oversee construction projects at the Colleges and provide regular reports to the 
President/Principal and to the Board of Directors.   

 Manage College assets and operational retirement planning.  

 Implement, when financial appropriate, the College building renewal plan. 

 Report to the College Building and Grounds committee on ongoing operational items. 
 

 
 
Qualifications and Skills  

Minimum Experience and Qualifications  

 A minimum of a bachelor’s degree in a related field.  

 A minimum of five plus years of broad financial and operations management experience 
preferably in a non-profit setting. 

 Experience with day to day financial transactional enter and management. 

 Experience in the development of financial management strategies. 

 Experience in the management of building management, construction, IT infrastructure and 
insurance. 

 Working knowledge of the Income Tax Act and commodity/excise regulations. 

 Working Knowledge of PIPA and FIPPA.  

 Proven ability to successfully develop and implement financial frameworks and controls. 

 Effective management of enterprise-wide computerized accounting systems. 

 Strong understanding of Canadian charity regulations, and the accounting standards for 
Canadian non-profit organizations.  

 
Knowledge, Skills and Personal Qualifications 

 Strong knowledge in creating organizational budgets, financial reporting,2 tracking expenses 
and cash flows. Strong competency with QuickBooks and creating spreadsheets (i.e. Excel). 

 Ability to set priorities and multi-task while maintaining accuracy and meeting deadlines. 

 Proven experience in developing and implementing strategic initiatives and change. 

 Excellent communications skills, including during tough negotiations and in light of staff/faculty 
adjustment to adhere to new policies and procedures. 



 Ability to effectively collaborate with stakeholders and translate financial concepts to 
colleagues with varying levels of knowledge. 

 Ability to thrive as part of a team with diverse experience, expertise, skills and objectives. 

 Ability to exercise significant judgement, tact and diplomacy. 

 Ability to interpret and apply complex legislation, regulations, policies and technical 
information.  

 Commitment to forward the mission and vision of the Colleges.  
 
Closing Date: posted until filled  
Preferred Job Start Date: September 1, 2022  
 
Please email hr@corpuschristi.ca with you resume and cover letter. Incomplete applications will not be 
considered. 
 
About St. Mark’s and Corpus Christi Colleges  
The Community of St. Mark’s at the University of British Columbia is comprised of St. Mark’s College, 
St. Mark’s Parish and Corpus Christi College. Together we provide a centre of excellence for higher 
education in British Columbia.  
 
Corpus Christi College offers the best start for undergraduate students embarking on their university 
experience, fortified by an education offering the richness of Liberal Arts. St. Mark’s College offers 
graduate-level academic and professional programs, including degrees and certificates for teachers, 
administrators, ministerial leaders, social service workers and other professions.  
 
Corpus Christi College and St. Mark’s College at UBC are open to individuals of all backgrounds and 
traditions, and we are committed to meeting students “where they are” on their life journeys. We play 
a crucial role by offering small classes, accessible faculty and a community environment focused on 
forming graduates who are prepared to take on the intellectual, professional, and social challenges of 
our times. You can be part of helping us accomplish this mission. 
 
Diversity Statement 
SMC and CCC welcome applications from any person with the skills and knowledge to contribute 
productively to the scholarly life of the Colleges. They especially welcome applications from persons of 
diverse faiths, visible minority group members, Indigenous/Aboriginal People of North America, and 
persons with disabilities.  
 
Salary Range/Benefits 
 
Salary range: $125,000-$145,000 
 
The Colleges make available various insured benefits including extended medical, dental, and a pension 
plan that is matched by the employer.  
 
 


