	Cashier
Dakar Academy Job Description

	Division/Department:
 FORMDROPDOWN 

	Location:
 FORMDROPDOWN 


	Job title:
Cashier
	Reports to:
 FORMDROPDOWN 

Supervises:
Student Aides

	Level/Grade:
 FORMDROPDOWN 

	Type of position:
 FORMCHECKBOX 
 Full-time

 FORMCHECKBOX 
 Part-time
 FORMCHECKBOX 
 10-month contract

 FORMCHECKBOX 
 11-month contract
	Hours:

At least 40 hours/week

	General Description:

Dakar Academy's cashier handles cash and check payments, makes changes, gives receipts, accounts for all payments, and performs related clerical duties. The chasier also meets the public, explains charges or billing policies, and answers routine questions and complaints. The business office is a support service to the school and maintains regular business hours.


	Preferred Qualifications:

· Bachelor's Degree in Business or Accounting
· Level 3 French proficiency
· Experience or training in data entry



	Major Responsibilities and Tasks:

A. Receive payments
1. Receive tuition payments by cash or check

2. Receive a variety of payments and other cash and cash-related transactions
3. Explain charges or billing policies
4. Verify bills using calculator
5. Make change
6. Issue receipts
7. Post to appropriate account

B. Disburse payments
8. Pay national workers
9. Receipt pay disbursements to national staff
10. Pay cash advances to teaching staff
11. Draft a receipt and obtain signatures for cash disbursements
12. Cash checks for staff members

C. Manage cash drawer
13. Prepare cash receipts for bank deposit
14. Sort, count, and wrap currency and coin
15. Count money in cash drawer at beginning of day to ensure that amounts are correct and that is adequate change for the day
16. Project currency and coin requirements and reorder as necessary
17. Prepare daily cash report
18. Balance the cash drawer
19. Reconcile cash and check receipts daily
20. Investigate and resolve any out-of-balance problems

D. Solve problems
21. Answer questions
22. Assist individuals in accurate application of their transaction
23. Research electronic records or other available files, when necessary, to provide information regarding financial status
24. Provide information to patrons regarding rules, procedures, or policies related to cash and cash-related transactions
25. Resolve complaints
26. Direct patrons to proper offices, as appropriate, to seek resolution of problems beyond the information available to the cashier

E. Perform office tasks
27. Maintain clean and orderly work area

28. Greet patrons entering business office
29. Answer routine questions and complaints
30. Answer telephone
31. Set up accounts
32. Post invoices
33. Compile and maintain reports and records
34. Keep periodic balance sheets of amounts and numbers of transactions
35. Sell tickets and other items

F. Assist business manager in ordering learning materials, equipment, and supplies
36. Place orders
37. Track orders and shipment dates
38. Receive orders
39. Verify order, matching shipping invoice with order 

G. Other duties as assigned


	Other Duties:

· Support extra-curricular activities


	Characteristics:
· Is organized and efficient
· Maintains confidentiality
· Is task and detail oriented
· Follows instructions
· Works well independently and on a team
· Communicates effectively
· Respects national workers
· Solves problems

	Skills:

· Ability to calculate, correct entries, and post records
· Knowledge of cash management principles and/or procedures
· Knowledge of computerized information systems used in financial and/or accounting applications
· Account balancing skills
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