
St Thomas the Apostle School  
3801 Balboa Street 
San Francisco, CA  94121 
 
 
Position: Bookeeper/Reception 
FLSA Status:  Full time exempt (salaried position) 
Reports To: Principal 
 
  
 Essential Function: 
 
This position performs the bookkeeping function for pre-school through 8th grade and main 
responsibilities include overseeing the tuition program, F.A.C.T.S, bank reconciliation, 
payables/receivables, general ledger, financial reporting and budget. Reception duties which includes 
answering phones, ordering supplies and resources.   
 
Responsibilities include:  
 
Tuition Receivables: 
Prepare and send out tuition and F.A.C.T.S. Agreements Collect, coordinate and manage all F.A.C.T. forms 

Coordinate and manage all receivable records for each family Manage tuition 

Manage receipts, cash register and general ledger, bank accounts Supervise preparation of deposits and 

actual bank deposits Manage receivable records and postings 

Manage and prepare monthly receivable reports and reconcile beginning balances and ending balances 

Prepare delinquency notices and submit to Principal for review and approval. Send notification to school 

families and extended care families. 

 
Accounts Payable: 
Review all bills and invoices, check for accuracy Prepare checks for Principal's review and signature 

Post checks to cash disbursements journal and, subsequently, to cash register and general ledger 

 
Bank Reconciliation: 
Show all debits and credits on monthly bank statements, mark off the same amounts shown on cash 

receipt/disbursement journals 

Identify all items needed to reconcile bank balance to book balance Post any necessary adjustments to 

books 
 
Financial Statements: 
From amounts posted to general ledger, prepare monthly statement of operations and submit to Principal 

for review and approval 

Prepare quarterly statement of operations and submit to Principal for review and approval Prepare annual 

statement of operations and submit to Principal for review and approval. Make any necessary corrections 

and submit final report to the Archdiocese 
 
Payroll: 
Calculate payroll for the month. Prepare bank deposit ticket for payroll account based upon amounts 

needed. 

Check the payroll report for accuracy. Post payroll to cash register and general ledger. Prepare annual 

pension report for the Archdiocese. 



Annual Budget: 
Prepare with Principal the annual salary schedule based upon scale amounts provided by the 

Archdiocese pay scales 

Based on historical costs and projected needs, projects and other annual expenses in addition to salaries 
Project total student enrollment and calculate annual cost per student 
Calculate student tuition fee. Tuition will be annual cost per students, as adjusted by other receipts 

collected (registration fees, fundraisers, parish subsidy, etc.). 
 
Any other requests made by the administration. 
 
Experience Required: 

 

He/she must have 2-4 years of experience as a bookkeeper with accounting skills in A/P, Bank 

reconciliation, journal entries, general ledger, financial reporting demonstrating strong Excel knowledge 

and skill. Must also possess organizational, communication and general office skills.  The employee must 

pass a bookkeeping examination administered by the ADSF Finance Department and have QB and /or 

QBO experience.    Previous experience in an educational and/or Catholic institution is preferred. 

 
Education/Certifications: 
A Bachelor’s Degree is preferred.   
 
 
To apply, please send cover letter, resume, and completed Employment Application to Ms. Judy Borelli, 
Principal, St Thomas the Apostle School, 3801 Balboa St. San Francisco, CA  94121 or jborelli@sfsta.org 
 

 

The Archdiocese of San Francisco adheres to the following policy: “All school staff of Catholic Schools of 
the Archdiocese of San Francisco shall be employed without regard to race, color, sex, ethnic or national 
origin and will consider for employment, qualified applicants with criminal histories.” 

 

https://sfarchdiocese.org/documents/2018/9/Archdiocese%20of%20San%20Francisco_Employment_Application_September%202018-1.pdf

