POSITION TITLE: Accounting & Administrative Assistant (Finance)

DEPARTMENT: Finance Office
FLSA STATUS: Non-Exempt
REPORTS TO: CFO

ORGANIZATIONAL SUMMARY:

Jesuit High School (JHS) is a Catholic, college preparatory school in the Jesuit tradition. Located on the
border between Portland and Beaverton, Oregon, JHS is recognized locally and nationally for excellence
and innovation in all of its programs. Jesuit High's motto, Age Quod Agis (“Do well whatever you do"),
follows in the five-century tradition of St. Ignatius, who demanded that Jesuit schools make use of the
best pedagogical practices of the day to allow students to flourish. We are seeking people who have the
ability and desire to help our school community work toward our goal of preparing "men and women for
others."

POSITION SUMMARY:

The Accounting & Administrative Assistant is a Finance team role which will have a broad range of
responsibilities, including managing and assisting with administrative activities, and supporting the CFO
and the finance team.

PRINCIPLE RESPONSIBILITIES:

e Administratively supports the CFO with emails, letters, phone calls, electronic document
management, scheduling, various administrative activities

e Supports the finance team with electronic document management (scanning/saving)

e Performs light accounting responsibilities such as calculating numbers, creating and maintaining
spreadsheets, drafting documents

e Performs ad-hoc projects

e Maintain meeting notes

e Anything else as assigned by the CFO

EDUCATION, EXPERIENCE, AND SKILLS REQUIRED:

2+ years’ experience as an admin or accounting assistant

Extreme attention to detail, excellent writing and speaking skills

Service attitude, ability to interface well with others across the organization
Ability to "get the work done” in a high-performing, efficient team
Professional demeanor and the ability to maintain confidentiality
Competency in Office productivity software
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COMPENSATION:

Compensation for this role depends on experience and ability. Hourly range is $23-26/hour.

BENEFITS:

Benefits include health, vision, dental, short-term disability, long-term disability, and life insurance.
Tuition remission and 403(b) plans are available after certain lengths of employment.

If you are interested in this role or any other positions with Jesuit High School, please submit a cover
letter and resume to hiring@jesuitportland.org.

Notice of Non-Discrimination: Jesuit High School provides equal employment opportunities to all
qualified persons without regard to race, color, religion, gender (sex), national origin, age, veteran status,
sexual orientation, gender identity, disability, genetic information or any other characteristic protected by
law. Jesuit High School provides equal employment opportunities without regard to religion when
Catholic faith is not a job requirement.
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