
Business Manager Job Description 
 

Position Description: Bookkeeping and accounting services 

Basic Function: The Business Manager position creates financial transactions and financial 
reports from that information. Financial transactions includes posting information to accounting 
software from such source documents as cash receipts, vendor invoices, and employee 
timesheets. The Business Manager also reconciles accounts to ensure their accuracy. In addition 
to the functions of the business office, the candidate will also agree with the school’s statement 
of faith, which includes a personal testimony of faith in Jesus Christ. 

Directly Responsible to: The school secretary is under the supervision of the Principal, in 
consultation with the Board of Education.  

Principal Duties: 

1. Record cash receipts and make bank deposits 
2. Pay vendor invoices in a timely manner 
3. Monitor vendor invoices for accuracy and tax exemption 
4. Secure 1099 information, liability insurance and workers compensation certificates from 

non-corporate service providers 
5. Purchase supplies and equipment as authorized by leadership 
6. Monitor office supply levels and reorder as necessary 
7. Process payroll in a timely manner 
8. Remit payroll tax withholdings to the IRS and NY State 
9. File quarterly and annual payroll tax returns and other taxable income informational 

returns (Form 1099) 
10. Provide employees with wage verifications as needed 
11. Pay any debt as it comes due for payment 
12. Issue invoices to parents (NLCS only) 
13. Ensure that receivables are collected promptly (NLCS only) 
14. Conduct a monthly reconciliation of every bank account 
15. Conduct periodic reviews of all accounts to ensure their accuracy 
16. Maintain the petty cash fund (NLCS only) 
17. Issue financial statements and present them at meetings 
18. Record financial transactions of bank accounts maintained by committees 
19. Maintain an orderly accounting filing system 
20. Maintain the chart of accounts 
21. Assist in the creation of the annual budgets 
22. Calculate variances from the budget and report significant issues to leadership 
23. Provide administrative support to leadership as requested 



24. Comply with federal, state, and local legal requirements by studying and remaining 
current on such requirements; enforcing adherence to requirements; filing reports; 
advising leadership on needed actions. 

25. Follow policies and procedures established by leadership, assist in the development and 
implementation of new policies and procedures as needed 

26. Research as necessary for new situations 
27. Maintain historical records in accordance with records retention policy 

Desired Qualifications: The Treasurer candidate should have a Bachelor’s degree in accounting, 
or an Associates’ degree with 3 years nonprofit accounting experience, as well as a knowledge of 
generally accepted accounting principles. Preference will be given to candidates with a working 
knowledge of the QuickBooks accounting software package. 

Skills Needed: Developing Standards, Analyzing Information, Dealing with Complexity, 
Reporting Research Results, Data Entry Skills, Accounting, SFAS Rules, Attention to Detail, 
Confidentiality, Thoroughness 

 


