STERLING COLLEGE

Accounts Payable/Cashiering	
Accountant
Reports to:  
Description:
Responsible for all Accounts Payable, Purchase Orders, Cashiering and other duties in line with the mission of the college.

Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.  
· Background/interest in working in Christian Environment.
· Personal and spiritual maturity to accomplish responsibilities in a Christian and professional manner.
· Demonstrated interpersonal skills related to working with diverse students, faculty and staff.
· Excellent communication skills
· Detail oriented with ability to work accurately, as well as prioritize responsibilities.
· Proper judgement, objectivity, and sensitivity skills.
· Excellent organizational skills necessary.
· Solid computer skills – including the ability to learn and apply skills to new software programs.
· Ability to assist managerial staff in other ongoing projects.
Responsibilities:
· A/P: Scrutinize all invoices to be paid, insuring they have been properly signed by person receiving merchandise; match invoices to any outstanding purchase orders; assign vendor numbers and check account numbers; perform computer entry of invoices; insure annuity invoices; maintain monthly balance of all credit memos; forecast and print checks weekly; invoice or payable voucher for each check written, keep filing current.
· Purchase Orders: Generate computer purchase orders from completed requisitions; periodically check outstanding purchase orders.
· [bookmark: _GoBack]Cashiering: Receive payments (cash, check and credit card).  Issue receipts, balance cashier drawer daily.  Track the college’s credit card usage (check in and out).  Credit card reconciliation.  Customer service and oversee student worker.
· Assist with yearend audit preparation.
· Prepare yearend 1099s.
· Answer phone and communicate to vendors, students, parents, etc. in a pleasant and helpful manner.
· Fixed Assets: Record purchase-maintain depreciation schedule and disposal.
· Other duties and responsibilities, as assigned by the Controller/Director of Financial and Administrative Services.

Education/Experience:
· High School education
· Preferably two years of college/equivalent, or seeking degree.
· Experience with working with accounts payable, general ledger, purchase orders and cashiering.

