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CENTRAL JAMAICA CONFERENCE

WILLOWDENE GROUP OF SCHOOLS
JOB DESCRIPTION
Job Title:		Accounting Clerk
Reports To: 		Business Manager (Directly) / Accountant (Functionally)
Department:		Business Office
Classification:	Permanent
Date Prepared:	March 2026				Date Revised:

Position Summary:  The Accounting Clerk provides essential support to the Business Office. The Accounts Clerk must demonstrate a high level of accuracy, integrity and accountability with the ability to support strong internal controls and maintain proper financial records in a multi-division school environment
DUTIES & RESPONSIBILITIES
The following statements of essential functions and responsibilities are intended to describe the general nature and level of work being performed by individuals assigned to this position. These statements are not intended to be an exhaustive list of all duties and responsibilities required of all personnel within this position. Actual duties and responsibilities may vary depending on building assignment and other factors.
· Processes student tuition payments, issue receipts, and maintain up-to-date records of student accounts.
· Act as a Relief Cashier and other coordinating responsibilities to the Food Service Department, as assigned.
· Assist the Food Service Supervisor to check and verify weekly inventory of stock items.
· Verifies invoices against delivery notes, prepare payment vouchers, and file paid invoices systematically.
· Accurately enters daily financial transactions as per instruction into the accounting system.
· Follows up with parents/guardians regarding overdue tuition fees in a professional and Christ-like manner.
· Assist with the preparation of monthly payroll
· Act as the custodian of Petty Cash and is responsible for maintaining accurate and up-to-date petty cash records, including the preparation of vouchers, verification of supporting documents, and periodic reconciliation of petty cash balances.
· Update the Fixed Asset Register
· Update and maintain the Utility Register
· Provide source documents for Audit Preparation
· Maintains an organized filing system for all financial records, ensuring they are easily retrievable for the Accountant.
· Performs other duties as may be assigned.
Required Knowledge, Skills, and Abilities (KSAs)

Qualifications and Experience:
· Minimum: Associate Degree or AAT Level 2/3.
· 1–2 years of progressive accounting experience, preferably in an educational or non-profit setting.
· Must be a member in good and regular standing of the Seventh-day Adventist Church.
Knowledge, Skills, and Attitude Required:
Knowledge:
· Thorough knowledge of Seventh-day Adventist theology, doctrines, and practices.
· Deep understanding of the principles and philosophy of Seventh-day Adventist education.
· Basic accounting principles (debits, credits, journals, ledgers) and office administration procedures.
· Understanding of accounts receivable and payable processes.
· Knowledge of cash handling and receipting procedures.
· Knowledge of payroll support processes and statutory deductions (PAYE, NIS, NHT, ED Tax)
· Understanding of financial record keeping and documentation standards
· Awareness of School financial policies and procedures
· Basic understanding o audit requirements and supporting documents
Skills
· Ability to count large volumes of cash quickly and accurately.
· Accurate data entry and record keeping
· Ability to prepare and organize financial documents
· Strong organizational and filing skills
· Ability to prioritize tasks and meet deadlines
· Proficiency in Microsoft Excel for Aging Reports (tracking who owes school fees) and simple data sorting.
· The ability to discuss overdue fees with parents firmly but with "Christian Grace." They must remain professional even when dealing with frustrated or distressed guardians.
· Basic Use of Point of Sale (POS) System.
Abilities
· Ability to maintain accuracy and attention to detail e.g. to spot a "math error" on a handwritten invoice or notice if a signature is missing on a payment voucher before it is processed.
· The ability to keep student financial status and staff payroll information strictly confidential. In a school community, "leaked" financial info can cause major reputational damage.
· The ability to keep a desk and filing cabinet so orderly that the Accountant or Business Manager can find a specific receipt from three months ago in under 60 seconds.
· Ability to work under pressure, especially during peak periods (fees, exams)
· Ability to work independently and as part of a team
· Ability to adapt to systems and process changes
· Ability to support audit processes and provide documentation when required
· The ability to model SDA values, leading staff in a way that reflects Christian character.
· Absolute discretion regarding employee salaries and student financial aid status.
APPROVAL SIGNATURE
	
Employee: ___________________________________________________________________
			FULL NAME			SIGNATURE			Date	

	Department Manager: ______________________________________________________________			FULL NAME			SIGNATURE			Date	

	


The above statements are intended to describe the general nature and level of work being performed. They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified.
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Date received: __________________________ 	Received by: _______________________
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