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CRISTO Rey

JESUIT HIGH SCHOOL






TITLE: Business Office Manager
REPORTS TO: VP of Finance and Operations
FLSA STATUS: Exempt
EMPLOYMENT STATUS: Full-time
IN PERSON / REMOTE:  Hybrid


Position Summary:

Supervises all financial management, budget, general accounting, payroll, benefits, accounts payable, financial reporting activities and practices for the School.  
Essential Functions:
Finance and Accounting 
· Manages and directs the day-to-day accounting including cash receipts and disbursements. 
· Participates in planning, development and implementation of operating and capital budgets and monitoring reports. 
· Implements a robust contracts management and financial management / reporting system

· Ensures that the tuition billing and collection schedule is adhered to

· Review and recommend modifications to accounting systems and procedures
· Oversees all billing of families to include tuition, summer school, library books, and other student fees; provides all enrolled families with an account statement/monthly bill in advance of tuition due dates.
· Monitors list of past due balances; interact with parents to make payment arrangements and follow up on collections
· Record journal entries and attach proper documentation for review by the VP of Finance and Operations
· Provide support before and during annual audit

· Oversee re-registration process for returning students
· Supervises Accounting Assistant
Payroll and Benefits 
· Oversight of processing the bi-weekly payroll and resolving payroll issues and concerns. 

· Responsible for the processing of annual W-2’s for both current and previous employees 
· In collaboration with the VP of Finance and Operations, responsible for managing the employee benefit administration and employee benefits orientation for medical/dental, workers compensation, life and disability insurance. 

· Provide leadership for operational responsibilities to effectively service employees and to ensure benefits are properly administered in a cost effective manner. 

· Develop, recommend and implement changes in administration of employee benefits and strategy planning for benefit plans. 

· Manage open enrollment process by creating and implementing a project plan, delegating tasks and creating open enrollment documentation and employee communication materials. 
· Submit TIAA-CREF contribution deposits on a timely basis, and complete employee changes, enrollments, and requests
· Collaborates with HR Shared Services to oversee onboarding and training of new hires; processes new hire paperwork.
· Perform other duties, as assigned
Qualifications:

Education: 

· Bachelor’s degree in Accounting, Finance or Business-related field required
Work Experience:

· Five or more years’ accounting experience required
· Three or more years’ payroll administration experience required
Knowledge/Skills/Abilities:

· Thorough knowledge of general accounting including application of general accounting theory
· Advanced knowledge of Quickbooks required
· High standards of quality and accuracy

· Strong follow-through on delegated tasks and assignments 

· Candidates will be required to show proof of being fully vaccinated against COVID-19 upon commencing employment. Reasonable accommodations will be considered on a case-by-case basis for exemptions to this requirement in accordance with applicable law.
Physical Demands and Work Environment 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position. Reasonable accommodations may be made to enable individuals with disabilities to perform the functions. 

While performing the duties of this position, the employee is regularly required to talk or hear. The employee frequently is required to use hands or finger, handle, or feel objects, tools or controls. The employee is occasionally required to stand; walk; sit for long periods of time; reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl. 

The employee must occasionally lift and/or move up to 15 pounds. Specific vision abilities required by this position include close vision, distance vision, color vision, peripheral vision, and the ability to adjust focus. This position will be working primarily indoors in a climate controlled, smoke free office environment, but also requires the employee to be in the outdoors on an infrequent basis.  From this movement, the employee will encounter varying temperatures. The noise level in the work environment is usually moderate. 
Disclaimer:

This job description in no way states or implies that these are the only duties to be performed by the employee(s) incumbent in this position.  Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by any person authorized to give instructions or assignments.  All duties and responsibilities are subject to possible modification to reasonably accommodate individuals with disabilities.  To perform this job successfully, the incumbents will possess the knowledge, skills, and abilities to perform each duty proficiently.  Some requirements may exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others.  The requirements listed in this document are the minimum levels of knowledge, skills or abilities.  This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.

Acknowledgement:

This job description has been reviewed with me by my manager.  I have been provided the opportunity to ask questions regarding any aspect of this job description.

Job Incumbent Signature:  ____________________________________
Date:  ______________


