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UNIVERSITY SCHOOL IS SEEKING A STAFF ACCOUNTANT BEGINNING WITH THE 2025-2026 FISCAL YEAR.

The Staff Account will manage, execute, and is responsible for all payment processes, checks, credit cards, ACH, and wire transfers. The Staff Accountant will also participate in the month-end closing process.
 
Some essential functions include:
· Prepares AP Checks according to school policies and payment procedures. 
· Processes & reviews purchase orders & vendor invoices ensuring proper account coding and approvals.
· Prepares and runs all accounts payable reports and maintains all accounts payable files. 
· Prepares analysis of accounts, as required. 
· Administers the business office petty cash fund and reimbursements according to school policies. 
 
Qualified candidates will have a bachelor’s degree in accounting or related field, a minimum of two years’ experience in a similar position, and experience working in a business office or accounting firm.

Click here for a complete job description.
Qualified and interested candidates should send a cover letter, resume, and references to recruiting@us.edu, or mail directly to Quiana Barhams, Sr. Human Resources Generalist at University School, 2785 SOM Center Road, Hunting Valley, OH 44022.
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