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Job Title:			Student Billing Specialist
Office or Division:		Business Office 
Reports to: 			Controller
Effective Dates:		2020-2021 school year (.6 FTE, 12-month)

SUMMARY
This part-time position will manage the student billing process and support other general operations of the business office.

KEY RESPONSIBILITIES
· Student Account Management
· Maintain and administer all aspects of student billing accounts including financial aid, scholarship, and remission
· Generate tuition and other auxiliary invoices
· Mange annual enrollment contracts and tuition plans
· Maintain a customer service approach with parents and school employees
· Manage collection of outstanding balances and work with collections on past due invoices
· Reconcile accounts receivable account monthly
· Cash Processing
· Process all incoming cash receipts and deposits, including development receipts
· Prepare bank deposits
· Prepare basic journal entries

POSITION REQUIREMENTS
· Minimum of an associate degree in accounting or related field or three years of relevant experience
· Experience with accounting and billing database software is required
· Be a curious self-starter who can effectively balance multiple priorities and handle deadlines
· Ability to communicate effectively by phone, email, or in-person with parents and faculty and maintain confidentiality

We believe every person plays a role in making Wellington a diverse, equitable, and inclusive place to learn, teach, and work. We seek to attract culturally and academically diverse faculty and staff who thrive on being engaged participants in our vibrant, innovative educational community. We embrace diversity and do not discriminate on the basis of race, color, religion, gender, disability, sexual orientation, age, or national or ethnic origin in the administration of our admission policies, financial aid, or employment.

Qualified candidates should send materials to Kelly Heineike, controller, at heineike@wellington.org by November 27, 2020. All candidates should include:
· Completed application 
· Cover letter 
· Resume 
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