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Business Manager
Reports to: Head of School
Employment status: Full-time
Leadership role: Member of the Senior Leadership Team
Location: German International School Montreal; Baie d’Urfé, Quebec, Canada
Position Summary
The Business Manager leads the school's core non-pedagogical priorities: driving stable, healthy enrolment growth and overseeing the school’s administrative and operational infrastructure.  The Head of School retains full authority over all pedagogical matters; this position owns everything outside of it.
Working closely with the Head of School and the School’s Board of Directors, the Business Manager plays a key role on the Strategy Committee, translates the school's growth objectives into a clear and effective admissions experience, and ensures that finance, maintenance, and the administrative team run reliably under strong, accountable leadership. The Business Manager also represents the school in key relationships with German, Quebec, and Canadian governing and professional bodies for non-pedagogical matters such as funding, regulations and filing requirements.
Key Responsibilities
1. Enrolment & Growth
The school's priority is stable growth, through healthy enrolment, strong retention, and a clearly defined admissions journey.
· Serve as a key member of the Strategy Committee, alongside the Head of School and the Board Lead for Strategy, shaping and executing the school's enrolment strategy.
· Own and continuously improve the admissions journey end-to-end: initial inquiry → school visit/open house → personal engagement with the relevant division (Kindergarten, Elementary, Intensive Course, High School) → enrolment.
· Directly manage and oversee all of the members of the Admissions team; the Marketing Coordinator, Event Manager, and Admissions Secretary and ensure that the strategies as mandated by the Strategy Committee are executed effectively
· Coordinate closely with the heads of Kindergarten, Elementary, Intensive Course (IC), and High School to ensure prospective families receive consistent, well-timed engagement throughout the admissions and follow up processes
· Track enrolment and retention metrics and report progress to the Head of School and Strategy Committee.
2. Operations Oversight
All non-pedagogical functions of the school report through this position; as these teams are experienced and operate with a high degree of independence, this is a role of strategic oversight, accountability, and resourcing — not day-to-day task management.
· Human Resources: Directly manage the Head of Finance & Accounting, the Head of Maintenance, and the Administrative team. This includes HR Policy manuals, setting and tracking performance objectives for all subordinate roles and performance review processes. Oversee HR administration for non-teaching staff (contracts, benefits, compliance) and support the Head of School on administrative aspects of faculty employment.
· Finance: Ensure sound budgeting, financial reporting to the Head of School and Board, audit coordination, and financial sustainability, through the Head of Finance & Accounting and Board Treasurer
· Procurement: Oversee procurement activities in accordance with the school’s policies, ensuring adherence, appropriate controls, competitive sourcing, and value for money.
· Facilities & Safety: Ensure the campus is well-maintained, safe, and secure, and that capital/renovation planning is sound, through the Head of Maintenance. Maintain sound internal controls, risk management, and emergency preparedness across all operations.
· Administration: Ensure the daily administrative functions supporting individual students and families are running smoothly and professionally.
· IT and Systems: Oversee school administrative systems, IT, and digitalization efforts, in coordination with the IT administrator.
3. External & Governmental Relations
· Serve as the school's primary point of contact on administrative matters for German government bodies, Quebec and Canadian government bodies, and other funding/regulatory authorities, ensuring compliance and timely reporting.
· Maintain the school's administrative relationships with QAIS (Quebec Association of Independent Schools) and GISNA (German International Schools of North America), and other relevant institutional networks.
· Support the Board of Directors and its committees with reporting, analysis, and recommendations.
· Ensure compliance with applicable municipal, provincial, federal, and German regulations relevant to the school's dual-system and trilingual status.
· Support fundraising, sponsorship, and community engagement efforts in collaboration with the Friends of AvH foundation.

Qualifications
· Relevant academic qualifications such as a Bachelor's degree in business administration, finance, or relevant experience; advanced degree an asset.
· Progressive leadership experience spanning enrolment/growth, finance, and operations — ideally in a school or not-for-profit setting.
· Relevant experience demonstrating effective communications and strong analytical skills
· Demonstrated success building or improving an admissions/enrolment process.
· Comfortable managing both a small transactional team (Enrolment & Growth) and experienced, independent senior staff (Operations).
· Strong financial literacy and comfort presenting to and interacting with a Board of Directors.
· Fluent in written and oral French and English, with German as an additional asset.
· Proficiency in English required to support the School’s predominantly non-Francophone clientele base and internal and external stakeholders, including German diplomatic and consular authorities, and to adequately produce and manage relevant documentation.
Personal Attributes
The ideal candidate:
· Demonstrates confidence and credibility when engaging with all stakeholders, current and prospective families, and members of the Board alike.
· Leads experienced, independent staff through trust, empowerment, and collaboration rather than micromanagement.
· Thinks strategically about growth while staying operationally grounded.
· Communicates clearly across German, Canadian and Quebec institutional contexts (Government Ministries and Associations).
· Balances multiple priorities and complex projects with efficiency and attention to detail in collaboration with the Head of School and staff. 
· Builds trust through transparency, reliability, and a strong service-oriented mindset.
· Combines strategic vision with a practical, solutions-focused approach. 

Interested candidates should send their Curriculum Vitae by e-mail in .pdf format to the attention of:
George Metrakos
Human Resources Committee
Board Of Directors, Alexander von Humboldt German International School
george.metrakos@avh.montreal.qc.ca 
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