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CENTRAL JAMAICA CONFERENCE

WILLOWDENE GROUP OF SCHOOLS
JOB DESCRIPTION
Job Title:		Accountant
Reports To: 		Business Manager 
Department:		Business Office
Classification:	Permanent
Date Prepared:	March 2026				Date Revised:

Position Summary:  The Accountant is responsible for the accuracy, integrity, and transparency of the school’s financial records. This role encompasses the full accounting cycle, with a heavy emphasis on reconciliations, budgetary control, and compliance with both IFRS and the SDA Financial Manual. The Accountant serves as a steward of the school's resources, ensuring that all financial practices reflect Christian ethics and professional excellence.
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.
· Performs monthly reconciliations of all school bank accounts  to ensure ledger balances match bank statements.
· Verifies the daily reconciliation performed by the Canteen Supervisor and Accounting Clerk. Ensure that physical cash deposited matches the POS (Point of Sale) or manual sales reports.
· Conducts Monthly reconciliation of the Accounts Receivable (Student Tuition) and Accounts Payable (Vendors) sub-ledgers to the General Ledger.
· Ensures all transactions between the school and the Central Jamaica Conference (CJC) or other SDA entities are reconciled and cleared monthly.
· Prepares monthly Balance Sheets, Income Statements, and Cash Flow statements for review by the Business Manager.
· Compares actual monthly income/expenditure against the approved budget and provide written explanations for significant variances.
· Prepares audit schedules and work papers for annual year-end audits (internal and external).
· Reviews and posts all journal entries, ensuring correct coding according to the school’s Chart of Accounts.
· Maintains the Fixed Asset Register, ensuring depreciation is calculated accurately and assets are tagged.
· Oversees the calculation and timely filing of NIS, PAYE, Education Tax, and NHT to avoid institutional penalties.
· Audits the monthly payroll prepared by the Clerk to ensure accuracy in rates, deductions, and benefit allocations.
· Ensures all financial activities align with the Seventh-day Adventist Church’s financial policies and the school's operating manual.
· Maintains a high standard of professional ethics, ensuring transparency and honesty in all reporting to the School Board and Conference.
· Performs other duties as may be assigned.
Required Knowledge, Skills, and Abilities (KSAs)

Qualifications and Experience:
· Bachelor’s Degree in Accounting or Finance; ACCA Level 2 or equivalent preferred.
· 3–5 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.
· Ability to identify and resolve discrepancies in complex accounts and bank statements.
· Understanding of International Financial Reporting Standards (IFRS) and Jamaica tax laws.
Skills
· Competence in accounting software (e.g., SunPlus, QuickBooks, or Peachtree) and Advanced Excel (Pivot Tables, VLookups).
· Meticulous approach to data entry and verification to prevent fraud or clerical error.
Abilities
· 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.

FOR HR ONLY

Date received: __________________________ 	Received by: _______________________
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