
 
 

Accounting Manager 
 

Bellarmine College Preparatory, a Jesuit secondary school, has been educating young “men for and with others” in 
the Jesuit tradition of St. Ignatius Loyola, founder of the Society of Jesus, since 1851. 

 

The Accounting Manager, in collaboration with the Controller, assists and directs the Business Office 
cash receipts staff, functions, monitors and reconciles the general ledger account balances. 

The manager will have extensive knowledge of accounting principles, using discretion and independent 
judgement to perform complex accounting transactions, reporting and associated financial analyses. 
S/he must demonstrate acute attention to detail with problem solving/analytical skills and ability to 
work under pressure and successfully meet deadlines. 
 
Bellarmine complies with the Americans with Disabilities Act (ADA) and considers reasonable 
accommodations that may be necessary to perform the essential functions of the job. 
 
Essential Responsibilities 

• Supervises the cash receipts staff and Tuition Assistance Coordinator 
• Assists with tuition assistance analysis and awards 
• Assists with monitoring restricted donations 
• Responsible for overall student account and all deposit coding accuracy 
• Reviews, approves and post prepared journal entries to ensure accuracy and with proper 

backup support 
• Researches and resolves accounting or documentation issues and discrepancies. Prepares 

adjusting and correcting journal entries as needed. 
• Prepares account reconciliations, and performs variance analyses 
• Manages the monthly close to include preparing and/or reviewing account reconciliations 
• Oversees, prepares and distributes various financial reports 
• Participates in, and supports annual audit(s), preparing work papers and various audit 

reports 
• Research and stay informed with accounting, tax and other governmental matters 

 
Other Duties 
 

• Training and mentoring of Business Office staff 
• Cross-trains in accounts payable 
• Assists in the design and/or implementation of accounting department projects. 
• Other duties as may be assigned 

Minimum Qualifications/Skills 

• Bachelor’s degree in related business field or combination of education, experience and 



training that provides the required knowledge, skills and abilities. 
• Proven ability to work both independently and collaboratively 
• Superior analytical and problem-solving skills 
• Excellent organizational and time management skills 
• Proficient with Microsoft Office 
• Experience with Blackbaud/Financial Edge Accounting Software and ADP. 
• Excellent written and verbal communication skills 
• Demonstrate complete discretion and confidentiality. 
• Working experience in an educational non-profit institution is a plus 
• Bi-Lingual (Spanish) a plus 

 
Physical Requirements 
 

• Ability to lift 30 pounds, using proper lifting techniques 
• Ability to sit, stand, and/or move around the office as needed 
• Ability to travel around our campus safely and comfortably 
• Ability to use a keyboard (or an alternative input device) and other office equipment 
• Ability to read information in printed material on a computer screen (often for extended 

periods of time) and/or on a mobile device/laptop 
 
 General Information 
 

• This position will have two direct reports 
• This position is classified as a regular, full-time, exempt position 
• Compensation:  $130,000 - $150,000/year DOE 
• This position is eligible to participate in Bellarmine’s excellent benefit programs 

 

 
To Apply Online:   

Please complete the Bellarmine Staff Application Form located on our employment web page under  
Employment Applications and upload all applicant materials (Staff Application Form, Resume, and 
cover letter are required) through the position posting via BCP Career Center.      

Bellarmine College Preparatory is an equal opportunity employer.  Qualified applicants will receive consideration 
for employment without regard to race, color, sex, pregnancy, childbirth, marital status, age, national origin, 
ancestry, physical or mental disability, medical condition including genetic characteristics, sexual orientation, 
veteran status, gender, gender identity, genetic information or any other category protected under federal or local 
law.  

*As a Catholic, Jesuit school, Bellarmine may preserve its state and federal protections as a religious institution 
and may grant more favorable consideration to Roman Catholic applicants.   

 

https://www.bcp.org/employment-bellarmine
https://www.bcp.org/employment-bellarmine
https://workforcenow.adp.com/mascsr/default/mdf/recruitment/recruitment.html?cid=769d42d3-429d-41fe-99d8-3441bcb5a1ae&ccId=19000101_000001&lang=en_US
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