LOURDES ACADEMY
250 N. Sawyer St., Oshkosh, WI 54902
Position Opening:  Accounting and Payroll Specialist

Reports to:  Controller
FTE:  1.0
Status:  Exempt
Start Date:  Immediately

Position Summary:  
The incumbent in this position functions as an assistant to the Controller. As such, this position is responsible for performing a variety of tasks including but not limited to payroll, accounts payable & receivable, tuition agreements and billing, banking transactions, along with general office and administrative duties.  

Responsibilities: 
· Process Lourdes Academy payroll bi-weekly via a third party payroll system while serving as the first point of contact for all payroll needs and questions, and conduct research to resolve payroll-related issues
· Process employee retirement account contributions on a bi-weekly basis
· Process accounts payable on a minimum weekly basis, to include entering invoices into our accounting system (Sage 100), as well as printing and mailing checks upon signing
· Reconcile cash and checks received and make bank deposits on a minimum weekly basis. Post deposits to our accounting system on a timely basis
· Distribute the monthly company credit card statements to the respective cardholders and track to ensure all monthly reconciliations are received and approved by the necessary signers in a timely manner. Post the credit card activity into our accounting system
· Process financial aid awards
· Process all billing in our tuition management system (FACTS). Serve as the primary contact for all questions and issues related to FACTS billing processes
· Regularly track past due accounts receivable and lead the collection efforts of these funds by making phone calls to families and keeping the Controller apprised of the status of past due accounts
· Facilitate and maintain all facets of the Lourdes Academy scrip fundraising program, including managing orders, tacking and applying rebates, and preparing the monthly reconcilement
· Coordinate purchasing controls to obtain the best value for items within the Lourdes Academy system
· Assist the Controller, as needed, with various audits throughout the year
· Assist the Controller with the processing of year-end 1099 reporting and work with the third party payroll service provider to ensure the timely processing and distribution of employee W-2’s
· Assist with the Wisconsin Parental School Choice program as Designee
· Assist with benefit administration
· Complete special projects as assigned 
· Ensure integrity in all job responsibilities
· Emphasize LA philosophy and mission and the Green Bay Diocesan Code of Personal and Ethical Conduct as non-negotiable standards for personal and professional behavior

Office Administration:  
· Receive all visitors to the Central Business Office ensuring prompt and courteous responsiveness
· Answer general phone line to the Central Business Office, ensuring prompt attention and follow through of each call
· Assist in the distribution of internal and external mailings
· Order supplies and printed materials, i.e. business cards, letterhead, envelopes, etc., maintaining inventory
· Provide oversight of copy equipment 
· Maintain key inventory and distribute as needed for the Business Office building
· Act as Local Safe Environment Coordinator (LoSEC).  Ensure compliance with Diocesan policies and procedures.
                                   
This list of responsibilities is not intended to be all-inclusive and may be adapted as deemed necessary.

Qualifications:

· Bachelor degree in Accounting, Business, Finance or related discipline preferred.
· Understanding of Generally Accepted Accounting Principles (GAAP) preferred.
· Maturity, professionalism, and high level of discretion are required.
· Strong work ethic with a positive, can-do attitude.
· Strong initiative and ability to manage multiple projects as well as strong follow through skills.
· Independent worker and analytical thinker with ability to conduct research, data analysis and resolve complex problems.
· Demonstrated experience in performing functions such as preparation of general ledger, accounts receivable, purchasing, and accounts payable.
· Strong presentation, communication (oral and written) and interpersonal skills to facilitate effective relationships with staff members, management, and stakeholders.
· Solid quantitative and analytical skills.
· Knowledge of and experience with complex computer-based financial accounting management systems.
· Proficiency in the use of the Microsoft Office applications, calendar management and email software as productivity/communication tools.
· Excellent organization skills and the ability to perform multiple tasks and prioritize based on level of urgency and importance.
· Ability and willingness to work nonstandard hours as needed.
· Commitment to the highest standards of customer service.
· Ability and willingness to work effectively with others to promote teamwork and the values of Lourdes Academy.
· Commitment to Lourdes Academy’s mission, L.A.W., and its Catholic values is a must.

The information presented indicates the general nature and level of work expected of employees in this position.  It is not designate to contain, or to be interpreted as, a comprehensive inventory of all duties, responsibilities, qualifications, and objectives required of an employee in this position.  

The incumbent is able to support, affirm, and uphold, by word and example, the teaching of the Catholic Church.

All positions are contingent upon the successful completion of diocesan background check and VIRTUS Safe Environment Awareness training.

Candidates can submit letter of interest and resume to:  lreischl@lourdes.today



Why Join Our Team
· As a Catholic school system, there are many opportunities to build relationships with colleagues, students, parents and families, and local clergy, which creates a loving and supportive family atmosphere.  
· Positions at Lourdes are not just a job.  It’s a ministry filled with caring and compassionate people who dedicate their time and talent to bringing our students and families closer to Christ.  
· All the faculty and staff at Lourdes Academy support the System’s mission and vision by playing an important role in ensuring student success.

Lourdes Academy System Profile
[bookmark: _GoBack]The Lourdes Academy Catholic school system serves over 700 students in grades PK3 – 12 in the greater Oshkosh area.  The school is committed to providing a traditional education in a faith filled environment.  Our goal is to make sure our students and staff feel safe, valued and loved.
