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Regents School of Austin

Business Office
Austin, TX
JOB POSTING

Accounts Payable Clerk
Regents School of Austin has an opening for an Accounts Payable Clerk beginning August 23, 2010.  Duties include serving as administrative assistant to the Chief Financial Officer and working 32 – 40 hours per week extending to a 12 month work assignment.
Qualified candidates should have at least a high school education and Christian maturity that demonstrates a desire to support a healthy work environment.  Ideally the applicant should have at least one year’s experience in a business office environment.   Competence in QuickBooks software is preferred and skillful use of Microsoft Word and Excel is required.  The successful candidate will enjoy working in a fast-paced environment with constant interface between vendors and Regents employees.  Candidate must possess good judgment in handling confidential information.  This position will regularly interact with parents, faculty, maintenance personnel and administrators.  

Specific duties will include reconciling monthly statements and processing invoices submitted for payment in accordance with established business office procedures, preparing various financial reports, preparing sales tax reports, assisting other business office personnel as workloads demand and serving as administrative assistant to the Chief Financial Officer coordinating appointments, correspondence, controlling historical documents and financial reporting.

Please inquire by submitting a cover letter and resume as soon as possible to Laura Petrich, Assistant to the Head of School.  
Compensation:

Commensurate with experience.  

Contact Person:

Laura Petrich

Assistant to the Head of School

3230 Travis Country Circle

Austin, TX  78735

rsa@regents-austin.com 

www.regentsschool.com 
