
 

Accounting Assistant  
Job Description 

 
Job Description: A twelve-month position with the primary objective of handling the day to day 
accounting for Central Christian College.  The ideal candidate doesn’t mind putting in overtime, especially 
around the end of the month and at the fiscal year end. They will be capable of learning our system with minimal 
supervision; should be extremely organized and have great time management skills. The Accounting Assistant will 
report to the Director of Financial Services and work with the team to accomplish interdepartmental goals and If 
you’re hoping to join an established organization with excellent benefits, we’d love to have you join the team. 

Reports to: Director of Financial Services 

Position: Full-time employment. Salary & Benefits 

Job Duties: 
1. Handle the day to day accounting 
2. Asist in monthly reconciliation procedures 
3. Assist with annual audit 
4. Enter journal entries  
5. Assist with various reports throughout the year  
6. Oversee Perkins Loan Program 
7. Other duties as assigned 

       
Necessary Skills: 

1. Bachelor’s degree in accounting, finance, or similar field 
2. Possess a high level of energy, and attention to detail 
3. Time management, and organizational skills  
4. Self-motivated with a positive attitude 
5. Ability to work under pressure in a fast paced environment 
6. Ability to work within a culture which endorses a Biblical lifestyle  
7. Prefer experience with Higher Education Fund Accounting 
8. Prefer experience with payroll processing, A/P, and A/R 
9. Prefer experience in Microsoft Dynamics GP and CAMS 

 
Please submit a resume and cover letter to LeAnn Moore, Director of Financial Services, at 
LeAnn.Moore@centralchristian.edu. 
 
Central Christian College of Kansas recognizes the benefits of maintaining a diverse faculty and staff who can provide a wide spectrum of perspectives and experiences representing the 
creativity of a loving and innovative God. Central Christian College of Kansas reviews all applications and hires individuals based on their qualifications for the position. Therefore, the 
College does not discriminate on the basis of race, color, national origin, sex, age, disability, political affiliation, marital status, parental status, or military or veteran status. As a Christian 
college, affiliated with the Free Methodist Church of North America, Central Christian College of Kansas asserts its right to employ persons who subscribe to the intent, mission, Statement 
of Faith, and Core Values of the College, as well as the lifestyle expectations articulated in the Free Methodist Book of Discipline (Para. 3000-3430; 2011).  

Christ-Centered Education for Character 


