
RESPONSIBILITIES
To be successful, the ideal candidate will be able to perform each of the essential duties below with confidence and 
competence:

•	 Developing and implementing appropriate business policies, procedures and handbooks. 

•	 Updating and maintaining the chart of accounts. 

•	 Collaborating with the Bookkeeper and Business Specialist on all invoicing and accounts receivable functions.

•	 Supervising accounts payable practices and activities, including managing purchasing card activity. 

•	 Reviewing investment portfolio and preparing cash flow projections for investment purposes. 

•	 Preparing and presenting financial reports and cost analyses to the Executive Director. 

•	 Preparing financial statements and schedules required for the annual audit. 

•	 Working with the Bookkeeper to prepare annual budget documents.

•	 Reviewing applicable laws and regulations for non-profit status and recommending changes, as appropriate.

•	 Preparing and updating contracts for partners, sponsors, contract employees and contracted LLCs.

•	 Managing and coordinating all employee benefit programs.

•	 Preparing and annually reviewing hiring packets and/or contracts with new and existing employees. 

•	 Managing building projects and coordinating maintenance with MELG partners.

•	 Other duties as assigned by the Executive Director.   	

Bachelor’s degree in business administration, accounting, finance or related field from an accredited educational 
institution required, as well as three (3) or more years of demonstrated experience as a Chief Financial Officer (CFO) or 
financial manager in a complex organization. Association and/or non-profit background preferred.

•	 Excellent computer and technology skills, including the ability to learn and utilize new software as systems are 
upgraded; a working knowledge of Apple applications and Mac OSX; and familiarity with a database.

•	 Integrity and confidentiality.

•	 Ability to develop effective working relationships with peers in a fast-paced team environment.

•	 Excellent interpersonal and communication skills, both oral and written. 

•	 Strong commitment to excellence and attention to detail.

•	 Proven problem solver with solid analytical skills.

•	 Exceptional time-management skills and the ability to manage multiple tasks.

•	 Demonstrated flexibility in adapting to a wide variety of tasks and functions.

•	 Strong multi-tasking and prioritization skills with the ability to adapt to change.
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JOB DETAILS
This is a full-time, exempt position based in Lansing, Michigan with a start date no later than the beginning of the 
2019-20 school year.  

The salary range for this position is $80,000 to $110,000, commensurate with qualifications and experience, plus a 
comprehensive benefit package, including health, dental and vision coverage, as well as a 20% annual employer 
403(a) contribution.* 

The Michigan Association of Secondary School Principals (MASSP) is a 1,700-member strong organization representing 
the state’s high school, career technical education and middle level principals and assistant principals. The Association 
was first established in 1911 and for more than 100 years has worked to be the premier educational association, 
promoting excellence in school leadership and advocating for education system improvements – including guiding 
curriculum and transforming state standards – for the benefit of students, teachers, education leaders and schools 
throughout Michigan.

*MASSP is a non-profit entity and is not affiliated with any State of Michigan retirement system.

APPLICATION INFORMATION
Application materials will be accepted until Friday, February 15, 2019 at 5 p.m.  

Please send resume and cover letter via e-mail to apply@michiganprincipals.org. No phone inquiries, please. 
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