
 
SHANGHAI AMERICAN SCHOOL 

JOB DESCRIPTION 
 
TITLE:  CHIEF FINANCIAL OFFICER/CHIEF BUSINESS OFFICER (CFO/CBO) 
SCALE:  TBC 
CONTRACT DAYS: 210  
 
POSITION SUMMARY: 

The Chief Financial Officer/Chief Business Officer (CFO/CBO) is responsible for the financial control 
and accountability of funds from all sources and is responsible for two major administrative functions: 
financial services and business/operational services.  In exercising oversight capacity, the CFO/CBO 
works to develop and implement strategies to ensure quality services and cost efficiency in these two 
functional areas.   

The financial responsibilities include long range and strategic financial planning to support the vision of 
the school as well as direction and coordination of all activities relating to financial services: accounting, 
payroll, fiscal reporting, forecasting, development and management of budget, cash and investment 
management, internal and external audit, tax administration, legal advisory support and government 
relations, support for related corporate parties such as trust fund, parent investor and sponsor entities, 
and all other financial responsibilities as assigned.    

The business/operational responsibilities include oversight of the following areas: purchasing of 
services as well as overseas and local goods, facilities and grounds management, support services 
(such as transportation, food, housing, and logistics services), risk management (health, safety and 
security services, insurance, travel services), and all other associated operational responsibilities which 
support the SAS community.   

The CFO/CBO is expected to provide training, supervision, guidance, and support, by way of 
systematic approaches to formal and informal professional development of personnel under his 
supervision. The CFO is expected to analyze individual and department performance and to develop 
approaches to improve the level of service for all areas of his/her responsibility.  

The CFO/CBO serves as an administrative member of the general leadership team, as directed by the 
Head of School. 

 

SUPERVISED, EVALUATED BY & REPORTS TO: 

The Head of School  

 

QUALIFICATIONS: 

➢ A minimum of 5 years experience in a senior financial management role, preferably inclusive of 
operations management.  Experience in international educational sector is highly preferred. 

➢ Masters Degree in Accounting, Finance or Business Management.  

➢ Excellent verbal, written, analytical, organizational, and presentation skills; English fluency required. 

➢ Demonstrated knowledge of and experience in strategic and generative thinking and planning, 
alongside a demonstrated history of collaboration and cross-function teamwork.  

➢ Demonstrated ability to inspire and lead others, from ideation to implementation. 

➢ Demonstrated history of managing a broad range of supervisory responsibilities over others. 

➢ Demonstrated experience in finance administration and accounting principles and practices. 

➢ Expertise in using current financial and accounting software, inclusive of robust reporting. 



➢ Experience in risk management and insurance portfolio management. 

➢ Knowledge in purchasing and materials management. 

 

PERFORMANCE RESPONSIBILITIES: 

➢ Manages the following departments/services: 
- Finance Office 
- Purchasing Office  

- Facility Management  

- Support Services Offices (including Transportation, Food, Logistics, Housing) 
- Risk Management (including Health & Safety, Security, Insurance and Travel Services) 
- Business Services (including Government Relations/Legal Advisor) 

➢ Sets forth desired objectives, develops procedures, and proposes changes in existing methods. 

➢ Plans, organizes, and directs fiscal management and control functions, for meeting both short term 
and long term objectives, by way of the annual budget and multi-year strategic master plans.  
Oversees the preparation of the annual update to the 3-Year Facilities Capital Projects plan and the 
Facilities Master Plan, along with their execution. 

➢ Directs the planning, organization, and implementation of overall strategies and procedures for 
cash and investment management, collections, disbursements (local and foreign), tax 
administration and debt management.  

➢ Directs the planning, organization, and implementation of overall strategies and procedures for 
procurement, including vendor validation, contract negotiation, financing, receiving, warehousing, 
inventorying, consolidation, shipping and receiving of goods and/or services. Supervises 
negotiations for and contracting of externally provided services such as transportation, food, 
security, and groundskeeping services and housing rentals. 

➢ In the area of Fiscal Accounting and Financial Reporting, provides organizational structure, 
procedures, monitoring and appraisal of fiscal systems, inclusive of internal controls review and 
multiple annual external audits; keeps the Head of School informed on financial conditions and 
prepares monthly and annual financial reports. 

➢ Directs and participates in management studies and reports on complex financial analyses and 
organizational and administrative policies. 

➢ Demonstrates continuous effort to improve operations, decrease turnaround times, streamline work 
processes, and work cooperatively and jointly to provide quality customer service. 

➢ Serves as lead administrator for the Finance, Audit and Facilities Committees of the Board. 

 
SAS BELIEVES: 
➢ That each employee makes a significant contribution to our success.  
➢ That contributions should not be limited by the assigned responsibilities.  
 
Therefore, this position description is designed to outline primary duties, qualifications, and job scope, 
but not limit the employee nor SAS to only the work identified. It is the expectation of the school that 
each employee will offer his/her services wherever and whenever necessary to ensure the success of 
our organization. 


