
















Portland Public Schools 
 

 1

 
 

POSITION  
Chief Financial Officer 

 
DEPARTMENT 

Central Office 
 
Position Purpose  
To oversee the financial and budgetary functions of the Portland Public Schools to ensure 
that the Superintendent and School Committee execute their fiduciary responsibilities. 
 
Qualifications 
Education Required:  MA/MS, Business, Finance, or Education or related job 
experience 
 
Education Preferred:  MA/MS, Business, Finance, or Education 
 
Experience Required:  Experience as an administrator in an educational or business 
environment, with knowledge of all phases of financial management. 
 
Work experience:  Experience in education and/or business and demonstrated ability to 
facilitate change in large urban school system.  The Chief Financial Officer will be a 
strong leader, customer and performance oriented, and have a willingness to be involved 
in community activities. 
 
Skills – Technical:  In depth understanding of state/federal regulations concerning 
school budget and finance.  Demonstrated knowledge of financial systems development, 
implementation, and operations including general ledger, purchasing, accounts payable 
and payroll.  Demonstrated knowledge of labor relations procedures and practices.  
Proficiency with a wide variety of technical/software applications including Microsoft 
Office, Excel, Pentamation 
 
Skills – Managerial:  Demonstrated experience in working effectively in an 
accountability/performance-driven environment.  Demonstrated ability to improve 
effective delivery of services in an urban school system. 
 
Skills – Human Relations:  Demonstrated organizational and human relations skills.  
Demonstrated ability to lead and motivate staff.  Demonstrated ability to communicate 
effectively, to engage in creative problem solving, and to contribute to effective team 
building.  Ability to collaborate with a wide variety of stakeholders. 
 
Primary Customer:  Superintendent, School Committee, Central Office Staff 
The Finance and Budget function both impacts and is impacted by virtually all who come 
in contact with the Portland Public Schools.  Primary responsibility is to support the 
Superintendent and School Committee in meeting their obligation to appropriately align  
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the financial resources of the district with our educational mission.  Secondary 
responsibility is to support schools and departments.   This is achieved by and through 
providing appropriate support to school leaders, City agency staff , departmental leaders, 
vendors who provide services and products to the PPS, and other external stakeholders. 
 
Supervisory Responsibility :  Proposed FY11 Budget -   $89,319,834 
 
Task Responsibilities 

• Serves as a member of the Superintendent’s Leadership Team 
• Oversees and supports the effective operation of the Budget Office and Business 

Services.  Represents the Finance & Budget Team at all internal and external 
forums, as necessary and appropriate. 

• Oversees the maintenance of accurate and complete financial records through 
sound accounting and auditing procedures.  Responsible for meeting all financial 
reporting requirements of the Portland Public Schools.  This includes, but is not 
limited to, insuring that the Financial Reports are filed accurately and on time. 

• Provides fiscal accountability for the Portland Public Schools.  This means that 
the Chief Financial Officer is the primary person responsible for insuring the  
Portland Public Schools conducts its operations within budget by presenting 
appropriate strategies and options to the Superintendent and School Committee 
that would result in that end. 

• Collaborates with the Superintendent, School Committee and the City on budget 
development.  Provides justification and support for funding proposals made to 
School Committee and the City.   Facilitates budget development discussions with 
the Superintendent and his leadership team resulting in the Superintendent’s 
annual budget recommendation to the School Committee.  

• Oversees the budget development process.  With the support of the Budget 
Director and Budget Office staff, facilitates the budget planning process resulting 
in a clear alignment of financial resources with educational priorities.  This 
includes:  estimating resources needed to implement initiatives and sustain 
ongoing efforts, projecting revenues from city and external sources, 
benchmarking present expenditure levels. 

• Ensures the coordination of budget/financial services to schools.  Assures that 
budget information is presented in a timely, easily understandable, and accessible 
way for planning, management and reporting purposes.  Assures responsiveness 
to school requests and facilitation/support for school based decision making.  
Supports school-identified initiatives, while assuring compliance with federal and 
state mandates and collective bargaining provisions.  Advises, assists, and enables 
team leaders and principals to engage in school-level and team-level budget 
planning, budget control, expenditure monitoring and reporting. 

• Monitors expenditures of the Portland Public Schools and performs financial 
analyses on a periodic basis.  Assures that system wide spending aligns with 
planned spending.  Assures that the system’s financial practices are of the highest 
quality and that appropriate procedures are developed to ensure that all school 
department managers understand their legal and fiscal responsibilities. 
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• Leads Portland Public Schools in representing the needs of the finance & budget 
functions in the design, development and implementation of financial systems that 
are appropriate to support the system and building level leadership.   

• Works with the Budget Office and Business Services to insure a level of service 
to schools that is characterized by continuous improvement and responsiveness. 

• Advise negotiating teams on the financial impact of proposed collective 
bargaining agreements. 

• Attend Portland School Committee meetings.  Represent the Superintendent as 
needed. 

 
Terms: 

• The Chief Financial Officer works beyond the forty-hour (40) hour work 
week including additional hours and weekends as required to carry out all the 
duties and responsibilities.  The CFO is employed 12 months. 
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POSITION 
Chief Operation Officer 

 
DEPARTMENT 

Central Office 
 

 
Reports to: Superintendent, Portland Public Schools 
 
 
Position Purpose  
To assist the Superintendent in oversight of Portland Public Schools Operations Support 
Services Departments:  Employee and Labor Relations, Office of Information Systems, 
Athletics Department, Transportation, Maintenance and Food Service 
 
Qualifications  
Education Required:  MA/MS, Academic experience:  Bachelor’s and graduate degree 
in human resources, education and/or business (required).   
 
Work experience:  Experience in education and/or business and demonstrated ability to 
facilitate change in large urban school system.  The Chief Operation Officer will be a 
strong leader, customer and performance oriented, and have a willingness to be involved 
in community activities. 
 
Experience Required:  General management experience in education or business and 
strong communication and interpersonal skills.  Support public relations/media activities, 
support fund raising activities and support labor relations/negotiations activities. 
 
Skills – Technical: Strong computer skills.  Management experience in education or 
business and demonstrated ability to use technology to support Portland Public Schools’ 
direction. 
 
Skills – Human Relations:  Strong leader, customer and performance oriented, effective 
in team-based organization, strong commitment to educational excellence, willingness to 
be involved in community activities. 

 
Primary Customer:  Superintendent and School Committee 
 
Task Responsibilities: 

• Participate in Portland Public Schools leadership activities.  Serve on 
Superintendent’s Leadership Team.  Attend Portland School Committee meetings.  
Represent the Superintendent as needed. 
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• Oversee central operations/administrative groups.  Select, supervise and support 
Team leaders.  Set and monitor performance standards. Provide ad hoc assistance 
and support. 

 
• Work with Chief Financial Officer and Chief Academic Officer to improve 

central services to schools.  Initiate and support cross-team improvements. 
 
• Support school based system and principals.  Assist principals/directors to create 

efficiencies.  Support communications across schools.  Provide ad hoc assistance 
and support (e.g. emergencies). 

 
• Oversee Managerial Plan.  Meet annually with managerial group.  Settle job 

ratings disputes.  Support Chief Financial Officer in management of all Central 
Office employees. 

 
• Represent Portland Public Schools to external stakeholders.  Support public 

relations/media activities.  Support Portland Public Schools fund raising activities.  
Maintain relations with community leaders.   Oversee the development and 
implementation of new technologies to improve Portland Public Schools services 
and support as requested. 

 
• Support labor relations/negotiations activities. 

 
• Represents the Superintendent as required. 

 
• Oversee the development and implementation of new technologies to improve 

Portland Public Schools services and support 
 

• Supervises Food Service, Transportation, and Maintenance departments 
 

Terms: 
• The Chief Operation Officer works beyond the forty-hour (40) hour work 

week including additional hours and weekends as required to carry out all the 
duties and responsibilities.  The COO is employed 12 months. 
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POSITION 
Chief Academic Officer 

 
DEPARTMENT 

Central Office 
 

 
Reports to: Superintendent 
 
Position Purpose 
The Chief Academic Officer has primary authority and accountability for the academic 
performance of all of the district’s schools.  The Chief Academic Officer drives the 
educational performance of the district.  The Chief Academic Officer will be a strong 
leader, customer and performance oriented, and have a willingness to be involved in 
community activities. 
 
Work experience:  This position requires a strong academic leader who has deep 
experience in the design, integration, and implementation of large complex systems to 
improve student results, as well as knowledge of curriculum, instructional practices, 
school improvement, professional development, and leadership development.  The 
candidate should have experience in education and/or business and demonstrated ability 
to facilitate change in large urban school system.   
 
Responsibilities : 

• To advance the school system’s goals and Portland Public Schools to the next 
level in educating all students. 

• Providing leadership, vision and strategic direction for the district’s curriculum 
and instruction; launching and managing school improvement initiatives; 
overseeing professional development for all teachers and principals; and overall 
academic management of the schools. 

• Provide a rigorous school experience that prepares students for college.  
• Serves as leader of all areas aligned to academic outcomes, includes but not 

limited to academic improvement, curriculum and professional development. 
• Builds and supports a high-performing educational team integrating and aligning 

the academic work of the district. 
• Supervises a team that includes two K-12 Curriculum Coordinators – one in 

S.T.EM. and one in Literacy and Humanities.  Additionally, coordinators in 
Special Education and Title programs report to the Chief Academic Officers. 

• Provides the required supports and leadership to improve student achievement and 
narrow the achievement gap between racial, ethnic and economic groups. 

• Collaborates with school departments, community agencies, local universities, 
research laboratories, etc.  Seeks advice from, as well as shows interest with each 
group, maintains contact with other systems to share ideas and information. 

• Develops and oversees professional development programs for teachers and 
principals. 
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• Evaluates and supervises principals and directors along with the Superintendent 

and Curriculum Coordinator. 
• Attend Portland School Committee meetings.  Represent the Superintendent as 

needed. 
 
Minimum Qualifications 
     Required education and experience: 

• Master’s Degree in education, doctorate degree preferred 
• Hold or eligible to hold appropriate Maine licenses or has relevant job experience 
• Ten or more years of experience in systems thinking that includes knowledge of 

academic and accountability testing. 
• Demonstrated success leading strategic educational initiatives 

 
Required knowledge and skills: 

• Ability to direct the work of several administrators and professional 
employees. 

• Ability to manage a budget and make sound fiscal decisions. 
• Ability to monitor and develop accountability systems. 
• Ability to mediate and resolve conflicts. 
• Ability to interact with teachers, parents, outside agencies and central office 

staff. 
• Excellent interpersonal and problem solving skills. 
• Ability to prioritize and manage multiple tasks. 

 
Preferred: 

• Demonstrated ability leading effective change that results in increased student 
performance. 

• Planning and conducting professional development activities for staff. 
• Fiscal management and contracted services. 
• Contract negotiations, mediation and arbitration dispute settlement. 

 
Terms: 

• The Chief Academic Officer works beyond the forty-hour (40) hour work 
week including additional hours and weekends as required to carry out all the 
duties and responsibilities.  The CAO is employed 12 months. 
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