
JESUIT HIGH SCHOOL ACCOUNTING ASSOCIATE 

JOB DESCRIPTION 

 

Position Title: Accounting Associate 

Reports to: CFO 

Supervises: N/A 

 

Position Summary:  The Accounting Associate creates financial transactions and generates financial reports from 

that information.  The creation of financial transactions includes posting information to accounting software 

from invoices to customers, cash receipts, and supplier invoices. The Accounting Associate also reconciles 

accounts to ensure their accuracy. 

 

Job Duties: 

 Process payroll for 100+ employees, coaches, sub-teachers, etc. using ADP Payroll Manager 

 Prepare Workman’s Compensation Reports 

 Comply with local, state, and federal government reporting requirements 

 Prepare monthly financial statements and reports, including P&L and Balance Sheet 

 Assist CFO with Employee Benefit Administrations, including submitting enrollments/terminations to 

Providers, reconciling Provider statements, and generating COBRA notifications 

 Prepare Teacher, Coach and Moderator Contracts 

 Enter account receivable invoices and payments 

 Generate monthly AR statements and past due reports 

 Post cash receipts and journal entries 

 Close and reconcile the daily batch of retail sales 

 Run month-end general ledger reports 

 Reconcile general ledger accounts 

 Reconcile bank statements 

 Reconcile general ledger to Raiser’s Edge 

 Record/Reconcile endowment, Foundation, and Charitable Remainder Trust activity 

 Prepare quarterly unitizing reports 

 Generate cash flow report 

 Oversee year-end closing, record adjusting entries, prepare reports for annual review 

 Assemble information for external auditors for the annual audit 

 Maintain Quickbooks for Jesuit Community 

 Maintain chart of accounts 

 

Desired qualifications: The ideal candidates should have an Associate’s degree in accounting or business 

administration, as well as knowledge of bookkeeping and generally accepted accounting principles. Five years’ 

minimum experience is required.  Familiarity with Great Plains, ADP Workforce Now, and Raiser’s Edge is a 

strong plus. Candidates should be capable of dealing with complexity, have attention to detail, and be able to 

keep information confidential. Values should be consistent with the mission of a Catholic, Jesuit institution. 

Salary range of $45,000 - $55,000, depending upon experience. 

 


