
 

 

 

July 20, 2026 

Job Title:    Business Office Accountant 
 
Reports to:  Director of Finance 
 
Position location:  Toledo, Ohio 

 
 
Position Purpose:   
The Business Office Associate supports the financial operations of St. Ursula Academy, managing 
student billing, accounts receivable, and general accounting functions with accuracy and care. As a 
key member of the Business Office team, this position ensures faculty, administration, staff, and 
families receive reliable, responsive financial service in support of the School’s mission.  
 
Mission: 
Founded in the Ursuline tradition and rooted in the Catholic faith, St. Ursula Academy educates 
each young woman, transforming her through intellectual inquiry, personal growth, spiritual 
formation, and compassionate service, empowering her to lead confidently in a global society. 
 
 
Core Responsibilities: 

• Supports and promotes the Mission, Vision, and Strategic Plan of St. Ursula Academy and the 
Ursuline Core Values, which are an integral part of our school community. 

• Works cooperatively with other personnel and departments to ensure a welcoming environment 
for students, parents, and visitors to the school. 

• Performs other duties as requested by the Director of Finance in addition to what is listed 
below.       

Student Billing/Accounts Receivable 

• Maintains database for Student Billing to ensure accurate and timely information for the monthly 
billing cycles using Blackbaud Tuition Management 

• Processes accurate input of data to student accounts including monthly billing, cash receipts, and 
auxiliary charges 

• Proactively reviews student account activity to ensure balances are current, following up with 
families regarding past-due balances or payment plan issues as appropriate 

• Communicates professionally and effectively with families regarding billing statements, payment 
plans, account questions, and resolution of discrepancies 

• Ensures accurate billing for students enrolled in Summer Camps, Athletics and other student 
related charges 

• Provides detailed reports to help analyze tuition, scholarship and financial aid breakdown 

 



 

 

 

 

• Works with the Director of Finance and Financial Aid Committee to distribute financial aid for 
the student body 

• Maintains a strong understanding of account mapping and data flow between the Blackbaud 
student billing system and Financial Edge, ensuring accurate posting of charges, payments, and 
adjustments 

Accounting  

• Preparation of financial information related to the Merici Society and Arrow Booster Club 

• Maintains property and equipment record keeping for the institution, including purchases and 
sales, depreciation, and leases 

• Assists in preparation of monthly financial statements for the school including general ledger 
entries 

• Assists with deposits and accounts payable as necessary 

• Helps to improve overall tasks and efficiencies within the Business Office 

• Oversees banking functions such as monthly reconciliation, credit card charges, etc. 

• Supports other special projects, initiatives or processes as necessary 
 

Education, Experience, Skills, and Abilities:  

• Bachelor’s Degree in Business Administration required with a major in Accounting 

• 2-4 years of experience in a similar role; preferably in an educational setting; Private school 
experience is a plus 

• High math literacy and ability to analyze data 

• An ability to build trust, respect, and credibility with faculty, staff and parents, serving as a 
valued colleague and resource 

• High-level time management and organizational skills including attention to detail and strong 
work ethic 

• Outstanding interpersonal relationship skills including excellent oral and written communication  

• Commitment to high level of integrity and confidentiality in all aspects of the role 

• Proficient in Blackbaud Tuition Management and Blackbaud Financial Edge as well as MS 
Office and Google applications, particularly Excel spreadsheets, required 
 

Hours: Full Time   

Rate of Pay: Salaried position, commensurate with experience 

 

Please respond by submitting cover letter, resume, list of three professional references and 

salary history to Holly Martens, Director of Finance at apply@toledosua.org.  

mailto:apply@toledosua.org

