
 

 

 

Position Profile:  Accounting Associate 

 

About the Position:  Saint Ignatius High School, a highly successful Jesuit college 

preparatory school for boys in Cleveland, Ohio, is seeking an Accounting Associate to support 

the Finance office at Saint Ignatius High School.  The Accounting Associate role supports the 

Finance office by providing general accounting with a focus on account reconciliations, general 

ledger entries and other accounting and analysis as needed.  In addition, a key component of 

this role is to assist the Finance Office with procurement and tracking of eligible items through 

the State of Ohio Auxiliary Services Funding program. 

The ideal candidate will possess an Associate or Bachelor Degree in Business with 

Accounting, Finance or Business Office experience along with a professional attitude, 

demonstrated customer service focus and accounting skills necessary to meet the needs of 

this fast-paced office.  Proficiency with Microsoft Office is required, and knowledge of 

Blackbaud Financial Edge and FACTS Tuition Management System is a strong plus. 

As a Catholic School in the Jesuit tradition, Saint Ignatius has been educating “Men for Others” 

for over 125 years. The school is known locally, as well as nationally, as a leader in 

educational excellence.  At graduation, students will be open to growth, intellectually 

competent, religious, loving, and committed to peace and justice.   

 

 
Primary Areas of Responsibility: 
 

 Prepare, monitor and record miscellaneous activity for various programs (Summer School, 
Summer Enrichment Program, sports camps, etc.) 

 General ledger and subsidiary ledger reconciliations 

 Cash receipt downloading, posting, recording 

 Financial analysis 

 Prepare reports and general ledger entries as appropriate for various school activities 
(Wildcard, Campus Dining, Bookstore, etc.) 

 Provide ad hoc information and supporting data for internal and external communications 

 Auxiliary Services procurement, tracking and reconciling 

 Support the Finance Office as needed 

 Other duties and special projects as requested by Controller 
 
 
 



 

 

Qualifications: 
 

 Associate or Bachelor Degree in Accounting, preferred 

 Proficiency in Microsoft Office and other common technology  

 Familiarity with or ability to quickly learn Blackbaud Financial Edge as needed to fulfill 
responsibilities  

 Ability to utilize online credit card payment systems and FACTS Tuition Management 
System as needed to fulfill responsibilities 
 

 
The successful candidate will also demonstrate the following: 
 

 Customer service focused 

 Process improvement and detail oriented with a focus on accuracy 

 Professional attitude, demeanor, and work ethic 

 Attitude of service to others 

 Ability to work both independently and cooperatively in a team setting 

 Familiarity with unique Jesuit identity and school mission 

 Willingness to engage in personal, educational and faith development 

Our Workplace: 

Praise, reverence and service should mark the relationship that exists not only between 

teachers and students, but among all members of the school community. Ideally Jesuit schools 

should be places where people are believed in, honored and cared for; where the natural 

talents and creative abilities of persons are recognized and celebrated; where individual 

contributions and accomplishments are appreciated; where everyone is treated fairly and 

justly; where sacrifice on behalf of the economically poor, the socially deprived, and the 

educationally disadvantaged is commonplace; where each of us finds the challenge, encour-

agement and support we need to reach our fullest individual potential for excellence; where we 

help one another and work together with enthusiasm and generosity, attempting to model 

concretely in word and action the ideals we uphold for our students and ourselves. 

 
About Saint Ignatius High School: 
 
Saint Ignatius High School is a Jesuit college-preparatory school with a Catholic tradition 

rooted in the Spiritual Exercises of St. Ignatius of Loyola. The school enrolls more than 1,400 

students from numerous cities in a seven-county region. These young men enrich one another 

through learning in the classroom, creating in the arts, competing on the athletic fields and 

serving those in need. 



 

 

 
Academically, Saint Ignatius is a regional and state leader in National Merit finalists. To 

challenge students and prepare them for college, the Saint Ignatius curriculum offers 

numerous Advanced Placement (AP) and honors subjects. In September 2009, the school was 

designated a Blue Ribbon school by the U.S. Department of Education. 

 

A Saint Ignatius education prepares students to become competent, concerned and socially 

responsible members of their communities. With a motto of “Men for Others,” there is a prime 

concern for the development of Christian values among all students. 

Part of the Saint Ignatius student experience includes the promotion of faith in the service of 

justice. 

 

Located in close proximity to downtown Cleveland in the historic Ohio City neighborhood, Saint 

Ignatius occupies 18.5 acres with 18 buildings and three athletic fields.  

 
Applicants with Disabilities 
 
As an equal opportunity employer, Saint Ignatius High School is committed to a diverse 

workforce. In order to ensure reasonable accommodation for individuals protected by 

Title I of the Americans with Disabilities Act of 1990 (as amended), applicants that require 

accommodation in the job application process may contact Tasha Pettigrew at (216) 651-0222 

ext. 4461 for assistance. 

 
Submit electronically a letter of interest and resume to: _________________________ 

Deadline: ____________________________ 


