
       Tidioute Community Charter School 

 
    Providing a World -Class Education in a Small Town Environment 
​            “Working Together to Accomplish More” 
 

 
 

Application deadline is December 19, 2025 
 

JOB DESCRIPTION 

Title: Business Manager​ ​ ​ ​ ​  

Reports To: CEO​ 

Starting Salary: $70,000​ ​ ​ ​ ​ ​  

Job Overview: 

We are seeking a highly skilled and motivated Business Manager to join our TCCS team. As a Business Manager, you will be 
responsible for overseeing and managing various aspects of our business operations. This is a key leadership role that requires strong 
business acumen, strategic thinking, excellent communication skills and strong technology skills. 

 

Key Responsibilities: 

●​ Proficient in Microsoft Office Suite and other relevant software applications such as PEARS, School Food Services, PSERS, 
Payroll, CSIU, Egrants, Title I, II, IV and others.  

●​ Manage day-to-day operations, including budgeting, financial analysis, and resource allocation 
●​ Identify opportunities for process improvement and implement effective solutions 
●​ Ensure compliance with relevant regulations and industry standards 
●​ Prepare annual school budget 
●​ Prepare monthly financial statements and present to the school board during monthly finance committee meetings and school 

board meetings. 
●​ Successfully conduct yearly audits 
●​ Proven experience in a similar role as a Business Manager or related position 
●​ Strong project management skills with the ability to prioritize tasks and meet deadlines as well as understanding the PA laws 

and bidding process 
●​ Demonstrated leadership abilities with the capacity to motivate and inspire teams 
●​ Solid understanding of profit loss analysis and financial management principles 
●​ Experience in business development, including identifying new opportunities and cultivating relationships 
●​ Strategic thinking with the ability to analyze complex problems and develop innovative solutions 
●​ Proficient in the Charter School of Accounts and School Accounting Codes 
●​  Grant writing experience and experience with the Division of Federal Programs 
●​ All clearances and trainings are required to be hired in Pennsylvania Schools 

 

 

 

 

Tidioute Community Charter School   *241 Main Street  Tidioute, Pa 16351 
814-484-3550  Fax: 814-484-3977 



 

Qualifications: 

●​ Bachelor’s Degree 
●​ Prior experience in accounting 
●​ Must pass a background check and obtain clearances. 

The employee must also demonstrate the ability to: 

●​ Adhere to the appropriate Code of Ethics. 
●​ Maintain a clean and organized work environment. 
●​ Work on multiple projects and respond to requests and deadlines in an accurate, timely manner. 
●​ Be courteous, professional and tactful at all times. Display a professional appearance. 
●​ Effectively utilize technology for individual communication, research and statistical reporting. 
●​ Use good judgment; Make sound decisions within parameters of authority. 
●​ Utilize effective interpersonal skills to interface diplomatically with teachers, administrators, parents, students, support staff, 

outside professional contacts, and the community. 
●​ Support a shared vision within the school community. 
●​ Serve as a role model who acknowledges through actions and behaviors the critical value of human relationships in achieving 

personal and professional goals and organizational purpose. 

Special Requirements 

●​ Employee must be willing to work additional hours/overtime as requested. 
●​ Employee is required to obtain a state and federal criminal background check, along with Pennsylvania child abuse clearance 

verification.  
●​ To perform this job successfully, an individual must be able to satisfactorily fulfill the functional roles described above. The 

requirements listed in this job profile are representative of the knowledge, skill, and/or ability required. 
●​ Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
●​ This job description should not be construed to imply that these requirements are the exclusive standards of the position. 

Incumbents may be required to follow any other instructions, and to perform any other related duties, that may be required by 
their supervisor. 

Benefits: 
●​ 401K 
●​ 401K matching 
●​ Dental insurance 
●​ Health insurance 
●​ Life insurance 
●​ Paid time off 
●​ Retirement plan 
●​ Vision insurance 

TO APPLY:  
Please submit a letter of interest, a resume, the PA Standard Application, college transcripts, and three letters of 
recommendation to:  
Melissa Mahaney  241 Main Street, Tidioute, PA 16351 or to mmahaney@tidioutecharter.com  

Before Board Approval, Applicants must submit an Arrest/Conviction Report and Certification form (PDE-6004–Act 24/82), up-to-date clearances,  
proof of a recent physical examination, and a current Tb test showing no evidence of active tuberculosis. Additionally, Act 168 Commonwealth of  
PA Sexual Misconduct/Abuse Disclosure Release form(s) must be received listing the candidate’s current and qualifying former employer(s). 

Equal Opportunity Employer 
 

 
241 Main Street * Tidioute, Pa 16351      

 Phone (814)484-3550 Fax (814)484-3977 

www. Tidioutecharter.com 



 
 

 
Professional Day-to-Day Substitute Nurses and 

Teacher Substitutes are needed in all grade levels and 
subject areas! 

 
 

As a substitute teacher, you will have the opportunity to contribute to the 
growth and development of students while gaining valuable experience in 
the field of education. Your role as a substitute will be crucial in ensuring a 
seamless learning environment in the absence of regular classroom 
teachers.  
 
 
To explore the opportunities available and begin the application process, 
please get in touch with Ryan Steffan (814) 484 - 3550 ext 111 or by email 
rsteffan@tidioutecharter.com. He will provide further details about the 
application requirements and guide you through the hiring process. 
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