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ASSISTANT HEAD OF SCHOOL FOR FINANCE AND OPERATIONS 
 
 

The Day School 
 
St. Patrick’s Episcopal Day School, located in the Palisades section of Northwest Washington, D.C., 
is a parish day school enrolling approximately 500 students on two campuses. The Day School 
program begins at the three-year-old Nursery level and continues through Grade 8. St. Patrick’s 
students, whose families live throughout the Washington, D.C. metropolitan area, go on to a variety 
of fine schools—including local independent day schools, boarding schools largely in the Middle 
Atlantic and New England regions and, less frequently, public schools—upon graduation. 
 

MISSION STATEMENT 
 

St. Patrick’s Episcopal Day School strives to create a diverse learning community 
of students, teachers, and parents who recognize the infinite value of every 

participant as a child of God. We are committed to developing character, 
advancing human understanding, and promoting academic excellence in our 

students in order to prepare them to live with integrity, compassion, and purpose. 
 
 
Since its founding in 1956, St. Patrick’s has grown and 
changed significantly, beginning as a nursery school for 
parish families, expanding through the elementary 
grades beginning in 1967, and adding Grades 7 and 8 on 
the satellite MacArthur Campus in 2001 and 2002 
respectively. Also in the last decade, the Day School has 
transformed the main Whitehaven Campus, the longtime 
home of St. Patrick’s Episcopal Church and the school’s 
nursery and elementary programs, with additional 
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ST. PATRICK’S 

FAST FACTS 
 
Location:  Two campuses with 
academic facilities and a third 
with athletic facilities in a 
residential area of Washington, 
D.C. 
 
Enrollment:  510 
 
Grades:  Nursery – 8 
 
Head of School:  Peter Barrett, 
appointed in 1994 
 
Board of Trustees: 21 members 
 
Total Faculty/Staff:  70 
teachers; 113 total employees 
 
Budget:  $20 million 
 
Annual Fund:  $1.2 million 
 
Endowment:  $10.7 million 
 
Debt:  $14.8 million 
 
Tuition:  $17,232 - $33,165 
 
Financial Aid:  $2.2 million 
 
Accreditation: Association of 
Independent Maryland and D.C. 
Schools and the Middle States 
Association of Colleges and 
Schools. 
 

 

classrooms, two new libraries, a gymnasium and 
performance center, and three playgrounds.  
 
In addition to the Whitehaven Campus and the MacArthur 
Campus, St. Patrick’s owns a 9.25-acre parcel of land a 
short walk from the Whitehaven Campus. That land, 
located on Foxhall Road, is envisioned as the possible site 
of a relocated and expanded middle school program. 
Already located on the Foxhall Campus is a full-size, 
regulation athletic field and stadium complex, completed in 
the spring of 2012. Furthermore, the Whitehaven Campus 
includes a 1.64-acre parcel (known as the Hornblower 
Property) that will provide an opportunity, eventually, to 
enlarge the small playing field now located there into a full-
size, regulation athletic field and to expand academic, 
athletic, or art facilities.  
 
Two major initiatives now underway will influence the 
future development of the Foxhall Campus and the 
Hornblower Property – the school’s Outdoor Spaces 
Master Planning Process, scheduled for completion in the 
first quarter of 2016, and a Strategic Planning Process that 
should conclude in the second quarter. As St. Patrick’s 
determines the most effective and prudent use of the 
institution’s properties and financial resources, there will 
likely be plans for a significant capital campaign in the next 
few years.  The Assistant Head of School for Finance and 
Operations has provided important leadership in both of 
these critical areas. 
 
In the midst of this growth, the core of the institution has 
remained constant. St. Patrick’s continues its nearly 60-
year tradition of providing a vibrant, challenging, 
coeducational school environment in the District of 
Columbia for young people to grow as healthy intellectual, 
social and emotional, and moral and spiritual beings.  
 
 
The Opportunity 
 
Terry Armstrong, St. Patrick’s Assistant Head of School for 
Finance and Operations since 2004, has announced his 
intent to retire effective July 2016. During the course of his  
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tenure, he has carefully stewarded the school’s 
financial resources, overseen the acquisition of 
property and development of its campuses, and 
provided important leadership in nearly every 
facet of the school’s operations. St. Patrick’s 
next Assistant Head of School for Finance and 
Operations will play a key part in ensuring the 
school’s long-term sustainability through 
financial planning and management, sound 
investment practices, managing additional 
construction and renovation projects, and 
providing both data and wise counsel to the 
Head of School and Board of Trustees as the 
school strategizes for its future growth and expansion. 
 
 
Senior Administrative Leadership  
 
The Assistant Head of School for Finance and Operations reports directly to the Head of School. 
Working closely with the Head of School, the Board of Trustees, and appropriate Board committees, 
the Assistant Head of School for Finance and Operations functions as a key strategic player, 
managing the Day School’s resources so that it may achieve its mission in the present and well into 
the future. The FY2016 Day School operating budget is just shy of $20 million.  
 
As part of his/her role, the Assistant Head of School for Finance and Operations attends all 
meetings of the Board of Trustees, the Board’s Executive Committee, the Finance Committee and 
its Buildings and Grounds and Investment Policy subcommittees, and, currently, the Ad Hoc 
Committee on the Strategic Plan. This individual also works closely with the Board’s Audit 
Committee. Additionally, s/he meets periodically with the Rector of St. Patrick's Episcopal Church 
and attends, as requested, meetings of the Vestry of St. Patrick's Parish. 
 

The Assistant Head of School for Finance and 
Operations integrates information and activities 
from all departments into a comprehensive 
strategic view of the Day School. S/he pursues 
that goal as a member of the Senior 
Administrative Team—consisting of the Head of 
School and the Assistant Heads of School for 
Academic Affairs, Development, and 
Enrollment, Communication, and Marketing—
and of the larger Administrative Team. The 
Senior Administrative Team meets weekly and 
is charged with mapping out near- and long-

3 



 
 
ST. PATRICK’S EPISCOPAL DAY SCHOOL 
Assistant Head of School for Finance and Operations 
 
 
term strategies for school improvement, monitoring progress toward established goals, and 
identifying and responding to emerging trends in education.  
 
  
Primary Responsibilities  
 
The Assistant Head of School for Finance and Operations is accountable for the total financial and 
operational health of St. Patrick’s Episcopal Day School. S/he manages all activities designated as 
Business Office responsibilities including budgeting, financial analysis and reporting, physical plant 
and grounds, risk management and insurance, transportation, employee compensation and 
personnel policies, facilities leasing, and District of Columbia and federal government compliances. 
Direct reports are as follows: the Facilities Manager, who supervises a six-person maintenance 
staff; the Director of Information Technology; and Business Office personnel, including the 
Controller, the Assistant Controller, the Financial Analyst, and the Accounts Payable Specialist. 
 
Specific responsibilities of the Assistant Head of School for Finance and Operations include the 
following: 
 

• Providing counsel and support to the Head of School, Board of Trustees, and other senior 
staff members on all matters pertaining to finance and operations. 
 

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

 
• Developing financial models and projections for strategic planning, business planning, and 

budgeting that balance the school’s current reality with its aspirations. 
 
• Overseeing banking relationships, cash and debt management, and investment of operating 

cash, reserve funds, and endowment. 
 
• Directing day-to-day accounting and finance activities and refining appropriate policies and 

procedures that optimize cost-effective performance and achieve maximum operating 
efficiencies. 
 

• Collaborating with the Office of Admission and Financial Aid in planning and projections for 
the Financial Aid Program to ensure its effective functioning within budgetary limits set by 
the Board of Trustees. 
  

• Initiating and managing review of all Day School cost centers, spending patterns, and 
service contracts. 
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• Overseeing all construction and renovation, including working with local government officials 
and outside contractors. 
 

• Working cooperatively with outside auditors in conducting the annual audit and 
implementing recommended improvements to procedures and controls. 
 

• Collaborating with business officers at other independent schools across the region and the 
nation in order to share best practices and to stay abreast of relevant topics and trends in 
the field. 

 
• Nurturing and respecting the relationship between the Church and the Day School, 

recognizing that the Assistant Head of School for Finance and Operations’ ultimate 
accountability is to the overarching legal entity, the Vestry of St. Patrick’s Parish. 
 

• Mentoring, supporting, retaining, and, as necessary, hiring knowledgeable, committed, and 
hardworking staff members. 

 
 
Candidate Qualifications  
 

Leadership 
 

• A strategic thinker whose open-mindedness, ability to anticipate future needs, and 
understanding of the school encourage others to think broadly about the institution as a 
whole.  

 
• A financial executive whose experience, technical knowledge, and expertise engender 

support and trust among others. 
 
• One whose management style is based on transparency, honest and direct 

communication, and a genuine desire for collaboration. 
 
• A secure leader who motivates and empowers others through artful delegation while 

retaining ultimate accountability. 
 
• An accessible, visible, and engaged person who projects an active and positive 

presence in the daily life of the school. 
 

Experience 
 

• Significant experience in senior-level finance and administrative positions of increasing 
responsibility, ideally in an independent school or other not-for-profit institution.  
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• A strong track record of advising at the highest level and participating in major strategic 
decisions that have profound long-term implications for an organization. 

 
• Experience using sophisticated financial models for analyzing new opportunities for an 

organization, determining the associated financial implications, and recommending a 
prudent course of action. 

 
• A career that includes involvement in financial planning and analysis, accounting and 

financial reporting, audit and tax returns, information technology, facilities management 
and construction, human resources, and risk management. 
 

• Background working with multiple constituencies such as parents, faculty, staff, and 
board members.  

 
• A history of effectively motivating and managing staff toward the achievement of 

common goals. 
 

Skills and Knowledge 
 

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

 
• Strong verbal and written communication skills that allow one to educate others about 

the importance of sound financial management, to explain complicated fiscal matters to 
non-financial constituencies, and to address inquiries in a timely and cooperative 
manner. 

 
• An awareness of existing and pending state and federal regulations in all areas 

overseen by the Business Office.  
 
• An understanding of the importance of collaboration, information-sharing, and ongoing 

communication among various departments in a complex institution. 
 
• The ability to analyze an established operation, perceive areas of strength and need, 

and then create or modify existing systems and policies in an effort to maximize 
efficiencies. 

 
• Familiarity with physical plant management, including financing, real estate 

development, construction, maintenance, and day-to-day operations. 
 
• Skilled at engaging with a vibrant Church-Day School community comprised of a variety 

of constituencies such as clergy, faculty and staff, children and their parents, 
parishioners, and various Church and Day School leaders. 
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Personal Attributes 
 

• An individual of unquestioned honesty and integrity. 
 

• A results-oriented person with a strong work ethic who is able to multitask effectively 
and to prioritize competing demands. 

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

 
• A confident individual with courage of conviction who tackles difficult issues head-on, 

encourages robust discussion, and respects differences of opinion. 
 

• An innovative thinker who is willing to explore new ideas and to embrace change. 
 

• One who is self-directed and well organized with the flexibility and practicality to respond 
effectively to unexpected situations. 
 

• A fair, open-minded person who invites input and considers all sides of an issue while 
also displaying the confidence to make difficult decisions as needed. 

 
 

Other Considerations 
 

Compensation: Commensurate with experience and competitive with 
comparable schools in the region. 

 
 Location: Washington, D.C. 
 
Effective Date: July 1, 2016. 
 
Travel: Minimal. 
 
Education: Bachelor’s degree required; advanced degree(s) a plus. 
 
Website: www.stpatsdc.org 
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For more information, please contact: 
 

Dianne V. Puls 
Jennifer A. Sherry 

L. Lincoln Eldredge 
Brigham Hill Consultancy 

214-871-8700 
 

puls@brighamhill.com  
www.brighamhill.com 
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