
 
Accounts Receivable/Student Billing and Accounts Payable 

Specialist 
 
 

Reports to: Chief Financial Officer   Location: Colbert Upper Campus – 
Business Office 

 

GENERAL AREA OF RESPONSIBILITY 

 
Responsible for the management and reporting of all NWCS student billing accounts using 
RenWeb/FACTS & Access database computer systems. Manages Accounts Payable processing 
using the Abila accounting software and QuickBooks. 
 

JOB QUALIFICATIONS 

 
 Christian Commitment:   This position shall model a life of personal commitment to Jesus Christ.  

He/she will agree to the Schools' Statement of Faith and participate as an active member of a 
local, Bible-believing church. 

 Vision:  This position will embrace the concept that God has a unique vision for NWCS.  They 
will understand that this is a God-given vision, is not static but dynamic as the school's 
leadership teams implement and perpetually assess its progress.  As a leader they will 
communicate the casting of vision by seeing it clearly, showing it creatively and saying it 
constantly.  

 Team Player:  This position must demonstrate a flexible mindset when working on 
responsibilities, duties, and group projects.  They shall demonstrate their leadership skills not 
from the top but as a team player who can serve effectively for another team leader. 

 Regular attendance in a local evangelical church. 
 

JOB RESPONSIBILITES 

 
1. Effectively administers family tuition accounts using RenWeb/FACTS student billing system. 

Manage student tuition in FACTS Tuition management, SIS and Access database. 
2. Provide complete and timely customer service to families on all student billing related 

questions. Communicate with families when adjustments are made to their accounts.  
3. Post approved charges or credits as appropriate for items including but not limited to: tuition, 

late fees, building fees, after school care, ECC billing, class fees, athletics, retreats, special 
program fees and family referral credits. Generate and send statements to families when 
requested.   

4. Produce periodic accounting reports including projected income reports, aged receivable 
report, and billing reports as requested by the CFO. Reconcile enrollment numbers with 
admissions on a regular basis. 
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5. Administer, initiate and process all ACH tuition receipts using FACTS tuition management 
system. Input all tuition payments through payroll deduction into RenWeb/FACTS system. 

6. Reviews all past due accounts with the CFO on an ongoing basis and determines collection 
procedure or alternative payments plans. Follow up regularly on past due accounts. Continue 
ongoing contact until balances have been cleared. 

7. Helps count cash and checks for weekly deposits.   
8. Reviews all purchase requisitions for accuracy and completeness which includes reviewing 

invoices, proper authorization, signatures and supporting documentation. Input invoices and 
vendor information into Abila software charging the appropriate general ledger accounts. 
Resolve all A/P issues using excellent interpersonal skills.    

9. Select and process invoices weekly based on due dates, prepare and process computer 
generated checks. Process all checks and file all documentation in a timely manner. 

10. Assists the CFO and Accountant in preparing for the annual financial audit or review. Assists 
auditors by providing all documentation needed.  

11. Reviews all credit card charges for accuracy and completeness which includes reviewing 
invoices, proper authorization, signatures and supporting documentation. Input invoice and 
vendor information into Abila software charging the appropriate general ledger accounts. 
Pays all credit cards monthly before the due date. Resolve all Credit card issues using 
excellent interpersonal skills. 

12. Assists the CFO and accountant in projects as needed. 
 
 

MINIMUM QUALIFICATIONS 

 
Education 

 Required: Basic accounting knowledge with experience in accounts receivable and accounts 
payable. 

 Preferred:  2-to-4-year Accounting Degree 
 
Experience 

 3 to 5 years of experience in an accounting position 
 
Other required Knowledge, Skills, and Abilities 

 Must have a good knowledge of GAAP and double entry accounting systems 
 Microsoft Office Suite, specifically, Excel and Access 
 A good knowledge of accounting software  
 10 key proficiency  

 
BENEFITS AND WORK SCHEDULE 

 Salary commensurate with experience 
 20 to 30 hours/5 days week (Preferred Schedule – M-F 8:30am-12:30pm) 
 Tuition discount (25% to 50% based on hours worked) 
 12-month position with school holidays and closures off 


