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CENTRAL JAMAICA CONFERENCE 
Job Vacancy

The Willowdene Group of Schools, located at 58 Brunswick Avenue, Spanish Town, St Catherine, owned and operated by the Central Jamaica Conference of Seventh-day Adventists, encompassing early childhood, prep, and high school levels, is seeks to fill the following positions:
· Accountant
· Accounting Clerk

We are seeking disciplined, detail-oriented financial professionals to join our Business Office. Our Business Office is responsible for upholding the highest standards of stewardship, ensuring that all financial practices reflect Christian ethics and professional excellence.

Accountant
Reporting to the Business Manager, the Accountant shall ensure the accuracy, integrity, and transparency of the school’s financial records. 
Key Responsibilities:
· Conducts monthly reconciliations for all bank accounts.
· Validates daily cash/POS reports and audits monthly payroll for accuracy statutory deductions, and benefit allocations.
· Prepares monthly Balance Sheets, Income, and Cash Flow statements; provides written variance analysis against approved budgets for the Business Manager.
· Oversees the timely filing of statutory returns to avoid penalties; maintains the Fixed Asset Register and depreciation schedules.
· Reviews and posts all journal entries via the Chart of Accounts; prepares all schedules and work papers for internal and external year-end audits.

What You Bring:
· Education: Bachelor’s Degree in Accounting or Finance; ACCA Level 2 or equivalent preferred.
· Experience: 3–5 years of progressive accounting experience, preferably in an educational or non-profit setting.
· Church Standing: Must be a member in good and regular standing of the Seventh-day Adventist Church.

Accounting Clerk
Reporting to the Business Manager, the Accounting Clerk provides essential operational support to the Business Office by maintaining accurate financial records, supporting internal controls, and delivering excellent service to all stakeholders in a manner that reflects Christian ethics.
Key Responsibilities 
· Processes student tuition payments, issues receipts, and maintains up-to-date records of student accounts. Acts as the custodian of Petty Cash and provides relief cashier support to the Food Service Department.
· Verifies invoices against delivery notes, prepares payment vouchers, and maintains an impeccably organized filing system for all financial records and utility registers to ensure audit readiness.
· Enters daily financial transactions into the accounting system; assists with monthly payroll preparation and updates the Fixed Asset Register under the Accountant's supervision.
· Follows up on overdue tuition fees with parents and guardians, balancing firm financial requirements with "Christian Grace" and professional diplomacy.
What You Bring:
· Education: Minimum of an Associate Degree in Accounting/Finance or AAT Level 2/3.
· Experience: 1–2 years of progressive accounting experience, preferably in an educational or non-profit environment.
· Church Standing: Must be a member in good and regular standing of the Seventh-day Adventist Church.



SELECTION AND RECRUITMENT PROCESS 
Please note that all candidates must provide complete and accurate information. To apply, please follow  the instructions below:  
1. Submit an up-to-date Resume/Curriculum Vitae that includes the month, year, and company name of employment for all experience and a cover letter to: hr@centralja.org. The subject of the mail should be “Business Manager” and addressed to the Human Resource Manager, Central Jamaica  Conference, 58 Brunswick Avenue, Spanish Town, St Catherine 
2. The evaluation of candidates is based on the criteria in the vacancy notice, and may include tests and/or assessments, as well as a competency-based interview. 
3. Only selected candidates will be further contacted and will be required to present original degrees and request transcript of their grades to be sent directly the Office of Human Resource  
4. Candidates in the final selection step will be subject to reference checks based on the information provided. 
5. A detailed job description is attached for more information.  
As a Seventh-day Adventist institution, Central Jamaica Conference gives preference to qualified  individuals who are members of the Seventh-day Adventist Church. 

CLOSING DATE: APRIL 17, 2025
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