
AP Specialist/Accountant 

Reports To: Controller          Position Status: Part Time, Temporary, Hourly  

Salary Information: Salary commensurate with experience 

Description: JSerra Catholic High School is looking for an enthusiastic individual that will provide strong 
customer service supporting and collaborating with Business Office Staff and our Controller to accurately 
process accounts payable and assist with month end financial statement close process.  This role will 
provide financial support to school constituents and will ensure adherence to generally accepted accounting 
principles (GAAP) and school policies. 

AP Responsibilities 

 Reviews and ties out correct coding on submitted items such as invoices, expense reports, check 
request, etc. to Business Office general ledger account and project ID codes   

 Works with faculty and staff to correctly code invoices to ensure proper entry into the financial 
system 

 Receives, researches and resolves a variety of internal and external inquiries concerning accounts 
payable status, including the resolution of discrepancies to appropriate persons 

 Handles vendor correspondence via phone or email  
 Prepares batch check runs, wire transfers and ACH transactions 
 Processes and manages tuition/fee refund checks 
 Reviews AP Aging with the Controller or Senior Accountant for processing 
 Reconciles vendor accounts on an as needed basis 
 Files, maintains and distributes accounting payable supporting documents, records and reports 
 Manages monthly rent and donation payments 

Accounting Responsibilities 

 Prepare various month end account reconciliations and work to resolve any discrepancies 
 Prepare and post journal entries and adjusting entries for month end  
 Reconcile bank accounts with cash receipts and general ledger 
 Works closely with Accounts Receivable, Controller and Operations 
 Miscellaneous projects as assigned by CFO, Controller, or Senior Accountant 
 Business Office Support  

Knowledge, Skills, and Abilities 

 Ability to assess and analyze large amounts of data 
 Ability to organize data and maintain accurate records 
 Ability to format reports with proficiency of Microsoft Excel 
 Excellent organizational skills with sense of urgency and time management skills 
 Ability to multi-task, prioritize and adhere to and achieve strict deadlines  
 Shared decision-making in a team environment  

 
Education & Experience 

 Bachelor’s degree in Accounting or Finance or equivalent 



 Minimum 2 years of general accounting experience 
 

Special Qualities & Characteristics 

 Passionate for the mission of JSerra (i.e. the integral formation of students’ faith, intellect, and 
character) 

 Deep appreciation for the Catholic faith and a commitment to the teachings of the Church 
 Strong initiative and desire to work in a highly collaborative environment 

 


