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The School 
 
Located in Houston’s Museum District, the intellectual and cultural heart of the nation’s fourth 
largest city, Presbyterian School (PS) is a private, coeducational, Christian day school for 
children in pre-kindergarten through grade eight. The institution is comprised of three divisions: 
Early Childhood, Lower School, and Middle School. The school shares a campus with First 
Presbyterian Church but is governed by an independent Board of Trustees, maintains its own 
501(c)(3) non-profit corporation status, and is financially independent from the church. Since its 
founding in 1988 and official opening the following year, Presbyterian School has provided an 
outstanding educational opportunity for students and their families. Caring and nurturing faculty, 
small classes, and an environment firmly rooted in trusting and respectful relationships serve as 
hallmarks of the Presbyterian experience. The school’s mission statement follows: 
 
 
  
 
 
Presbyterian School’s main campus includes two learning commons, four science labs, two art 
rooms, two music rooms, an Academic Enrichment Center, two gymnasiums, a 1,200-seat 
theater, a sanctuary, and a chapel. In addition, less than five miles from the school, PS has an 
Outdoor Education Campus (OEC) that provides space for environmental learning, athletics, 
nature trails, play areas, and worship. The 
OEC contains a pavilion, two athletic fields, 
an eight-lane track, an outdoor chapel, and a 
cross country trail. Students may participate 
in school-sponsored sports in sixth through 
eighth grade, and all children may take 
advantage of fine arts offerings in art, music, 
drama, and dance. PS also firmly believes in 
the importance of giving back, and Lower and 
Middle School students take part in numerous 
year-long service projects in the greater 
Houston community.  

Family, School, and Church united in the education and support of each Child 
 

https://en.wikipedia.org/wiki/First_Presbyterian_Church_(Houston,_Texas)
https://en.wikipedia.org/wiki/First_Presbyterian_Church_(Houston,_Texas)
https://en.wikipedia.org/wiki/501(c)(3)
https://en.wikipedia.org/wiki/Nonprofit_organization
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Presbyterian School’s proximity to a variety of institutions 
of learning and the arts affords students a unique 
opportunity to enrich their education and expand their 
worldviews. Among its neighbors, the school is fortunate to 
count Rice University, The Museum of Natural Science, 
The Houston Children’s Museum, Houston’s Medical 
Center, The Museum of Fine Arts, and St. Thomas 
University, to name a few. More than 20 nearby museums 
within walking distance of the campus and over 40 
partnerships around the city provide additional avenues for 
learning outside the classroom.  
 

 
The Opportunity 
 
Presbyterian School is a growing organization that has 
experienced extensive physical expansion over the last 
five years. In the fall of 2015, the school launched an $18-
20 million capital campaign for building projects that will 
provide for significant renovation and redesign of all three 
academic divisions of the school. The initial phase of 
construction on these projects began in the spring of 2018, 
and the new 46,000-square-foot Early Childhood and 

Lower School building is scheduled to open in fall 2019. With responsibility for a projected 
operating budget of over $14 million for the 2019-2020 school year, approximately $70 million in 
facilities, and an investment fund close to $10 million, the next Director of Finance and 
Operations (DFO) will need to be an experienced financial executive who will deftly guide a 
dynamic and evolving organization through growth and a changing competitive market over the 
coming years.   

PRESBYTERIAN SCHOOL 
AT A GLANCE 

 
Location: Houston (Museum 
District) 
 
Founded: 1988 
 
Enrollment:  585 
 
Grades: PK(3)-8 
 
Head of School: Dr. Mark 
Carleton, appointed in 2009 
 
Board of Trustees: 23 members 
 
Total Faculty and Staff: 106 
 
Budget: $14.2 million (2019-2020 
projection) 
 
Endowment: $8.7 million 
 
Annual Giving: Close to $1 
million (two-thirds from Annual 
Fund, balance from other 
fundraising events) 
 
Debt: None at present; may 
incur approximately $15 million 
to help finance new 
construction. 
 
Tuition: $15,950 - $24,225 
 
Financial Aid: $960,000 
(representing approximately 7% 
of the operating budget, 
although that amount has been 
exceeded over the past two 
years) 
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Responsibilities 
 
Reporting to the Headmaster and working closely with the Board of Trustees, the Director of 
Finance and Operations will be accountable for the financial health and operational 
management of Presbyterian School. He or she will be a member of the Leadership Team and 
will participate in strategic planning and high-level decision-making. The DFO currently 
supervises a ten-person staff with six direct reports including the Controller; Coordinator of 
Student Billing and Accounts Receivable; Coordinator of Accounts Payable and Business Office 
Administration; Administrative Assistant for Finance, Benefits, and Purchasing; Director of 
Facilities; and Director of After School. Specific duties will include the following: 
 

 
• Partnering with the Headmaster and the Finance Committee of the Board of Trustees on 

all strategic issues related to school finances, facilities, and daily operations. 
 

• Developing financial models and projections that balance the school’s current reality with 
its long-term sustainability. 
 

• Managing the operations of the business office, facilities, transportation, food services, 
human resources, and ancillary programs to ensure maximum operating efficiencies. 
 

• Leading the preparation of the annual operating budget, including gathering and 
incorporating input from key administrators, and managing the budget upon its approval 
by the Board.  
 

• Developing and presenting accurate, timely, clear, and concise financial reports for the 
Headmaster and the Finance Committee on monthly and annual bases.  
 

• Supervising all new construction, renovation, and ongoing facilities maintenance on both 
campuses. 
 

• Overseeing banking relationships, cash and debt management, and investment of 
operating cash, reserve funds, and endowment funds. 
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• Making certain that necessary systems, processes, controls, and technology are in place 

to carry out all financial and administrative functions of the school. 
 

• Facilitating an annual audit of the school’s statements of financial position, activities, and 
changes in net assets and cash flows. 
 

• Overseeing all fiscal reporting for the school and ensuring legal and regulatory 
compliance. 
 

• Building and maintaining positive and collaborative relationships with faculty, staff, 
parents, and trustees, and cultivating a cohesive spirit of teamwork among members of 
the Business Office staff. 
 
 

Candidate Qualities 
 
  Leadership 
 

• One who leads by force of intellect and has a calm and unthreatening 
temperament and the ability to help others achieve unity in making decisions that 
support the organization’s broader educational mission and long-term success. 
 

• A strategic thinker who sees the “big picture,” anticipates and envisions future 
needs, and is able to articulate a well-conceived plan to achieve goals. 

 
• A secure leader who motivates and empowers people through artful delegation 

while retaining ultimate accountability. 
 

• An accessible and engaged person who is a visible and positive presence in the 
daily life of the school. 

 
• An individual whose management style is characterized by tenacity, flexibility, 

empathy, transparency, collaboration, and a willingness to think creatively. 
 
 Experience 
 

• A minimum of five years of experience in senior level finance and operations 
positions, ideally in an independent school, small college, or other not-for-profit 
organization or “educational campus” (e.g., museum, zoo, arboretum, etc.). 

 
• A career that includes expertise in financial planning and analysis, sophisticated 

modeling and forecasting, budgeting, analysis of capital program requirements, 
accounting, and human resources. 

 
• A history of establishing and maintaining effective financial and operational 

policies, procedures, controls, and standards. 
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• Experience with facilities management, including financing, new construction, 

renovation, maintenance, and daily operations. 
 

• A track record of successfully and collaboratively managing a large and diverse 
staff and building strong relationships with multiple school constituencies. 

 
            Skills and Knowledge 
 

• A broad and deep knowledge of financial management and skill in implementing 
its attendant administrative processes, budgeting procedures, and accounting 
systems. 

 
• Strong verbal and written communication skills that allow one to articulate and 

explain complex financial matters to various constituencies in a manner that is 
clear, concise, and readily understood. 

 
• The ability to use, learn, and evaluate financial software systems. 

 
• A solid understanding of taxation and regulation issues. 

 
• Strength in identifying, recruiting, managing, and supporting a team of highly-

skilled and dedicated professionals. 
 
Personal Attributes 

 
• An individual of unquestioned honesty and integrity who exercises sound 

judgment in both day-to-day decisions and strategic issues. 
 

• A person with a strong work ethic and one who routinely takes the initiative. 
 

• A critical and creative thinker who can balance multiple projects and can prioritize 
competing demands. 

 
• An approachable and accessible individual who demonstrates authenticity and 

transparency in his or her interactions with others. 
 

• A team player with a collaborative spirit and a sense of humor. 
 

  
Other Considerations 
 

Compensation: Competitive with comparable schools in the area. 
 

Travel: Minimal 
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Education: Bachelor’s degree required, preferably in accounting, 
finance, or business administration. CPA and/or advanced 
degree in a related discipline a strong plus; MBA highly 
desirable. 

 
Website: www.pshouston.org 
 
Candidates May Now Be: A senior financial administrator with an independent 

school, college, or university. 
 
 A financial executive with a nonprofit organization whose 

skills and experience can be readily transferred to the 
independent school world. 

 
 A financial executive in the for-profit sector with some non-

profit experience, perhaps as a trustee or volunteer, and a 
temperament that would lead him or her to be successful in 
an independent school.  

  
 

For more information, contact: 
Dianne V. Puls, Jennifer A. Sherry, & L. Lincoln Eldredge  

214-871-8700 
puls@brighamhill.com 
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