1. Keep a cash box on hand and deposit in safe at the end of each day. 2. Receive tuition fees and receipt.

3. Dispense cash to pay routine bills, advances, or services rendered upon approval by the Business Manager.

4. Receive payment for and process staff monthly expense reports.

5. Prepare purchase orders from requisitions and process against shipments for payment of invoices.

6. Maintain plant inventory records. 7. Audit subsidiary ledgers.

8. Accept other responsibilities as recommended by the business manager and assigned by the Director.

Qualifications:
Education: College degree in business or accounting and/or five years bookkeeping experience. Knowledge of French preferred.

Responsible to the Business Manager
