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Position: Accounts Payable/Payroll Associate 
 
Reporting Line: Chief Financial Officer 
  
School Summary  
All Saints Academy was founded in 1966 as St. Paul's Episcopal Parish School under Father 
Gilbertson and Father Sturrup of Saint Paul's Episcopal Church. The school did not adopt its 
current name until 1993, when the middle and upper school portions of the facility were added, 
extending the grades serviced to grade twelve. 
  
Mission  
Inspiring independent thinkers, principled leaders, and humble learners. 
  
Vision 
All Saints Academy exemplifies Judeo-Christian values within an Episcopal tradition. We 
welcome students of all racial, cultural, and religious backgrounds striving to maximize each 
student's unique potential by instilling a sense of worth that comes with a purpose, direction, 
commitment, and success. 
  
Position Summary 
Our Business office supports all faculty/staff, parents, and students. The Accounts Payable 
role involves providing financial, administrative, and clerical support to the organization. The 
school’s activities and support systems revolve around our ability to pay our supporting 
vendors. 
  
Essential Duties and Responsibilities: 

●​ Bi-weekly payroll processing. 
●​ Track all payments and expenditures, including purchase orders, invoices,  

statements, etc. 
●​ Process purchase requests and distribute purchase orders received in the 

Business office. 
●​ Audit all payment requests for appropriate signatures and backup received for 

payment. 
●​ Maintain and update files and reports related to payables. 
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●​ Work with vendors to get copies of invoices, W9 information, or coordinate 
payments. 

●​ Work with staff to collect missing documentation, signatures, or receipts. 
●​ Manage and track vendor payments to ensure expenses and financial reports are 

accurate. 
●​ Place and process orders received with purchase requests. 
●​ Assist with audit by pulling documentation and completing ad hoc projects to 

support department needs. 
●​ Support month and year-end processes. 
●​ Collaborates with the Human Resources and Legal Department on confidential 

payroll matters. 
●​ Meter and mail signed checks to vendors. 
●​ Scan completed purchase orders to the requestor once completed. 
●​ Scan checks and paid invoices to Financial Edge/Blackbaud. 
●​ Assist with the onboarding of all new employees, temp, 1099s, and contractors. 
●​ Administer all employee benefits and ensure effective and timely communication. 
●​ Manage employee time and attendance reporting using ASA’s digital platform. 

  
Required Skills: 

●​ Prior experience with Blackbaud, Paylocity, Paychex, ADP, or CertiPay 
(preferred). 

●​ Strong attention to detail. 
●​ Customer service oriented. 
●​ Strong communications skills -- both oral and written. 
●​ Time management. 
●​ Problem-solving. 
●​ Ability to prioritize. 

  
Tasks: 

●​ Payment and due date management 
●​ Document retention and organization 
●​ Gathering W9s 
●​ Updating Purchase Orders 
●​ Applying appropriate general ledger codes/expense accounts 
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Send resumes and cover letters to HR@allsaintsacademy.com. 
 
All positions at All Saints Academy are subject to a background screening and 
clearance through the Florida Care Provider Background Screening Clearinghouse. For 
more information about the Clearinghouse, please visit this link: 
https://info.flclearinghouse.com/  
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