
POSITION: ACCOUNTS RECEIVABLE SPECIALIST

Purpose of Position: The Accounts Receivable Specialist fulfills the mission of Rockford Christian by providing the highest
level of customer service to our constituents. As part of the Finance Team, the Accounts Receivable Specialist is focused
on providing high quality and timely financial information, reports and collection efforts related to accounts receivable,
general ledger accounting, and fiscal controls that support the school’s strategic initiatives and ensures financial
sustainability of the organization.

Position:
● Full-Time, 12-month
● Salaried, at-will employee
● Full-time Benefit Eligible / Fiscal Year

Reports To: Head of Finance and Operations
Evaluated By: Head of Finance and Operations
Direct Reports: None

Qualifications:
● Bachelor’s degree in accounting is preferred Associate’s degree or equivalent acceptable with relevant

experience.
● Experience in accounts receivable, general accounting or relevant roles..
● Excellent written and verbal communication skills.
● In agreement with the Rockford Christian (RC) Statement of Faith.
● Active member/regular attendee of Bible-believing church and committed to growth in a relationship with Jesus

Christ.

Professional Profile:
● Committed to the mission of RC - to cultivate biblically minded students who serve God to their greatest

potential and impact the world for Christ.
● A learner at heart who loves students of all ages and exudes enthusiasm for shepherding the growth of children.
● Proven ability to work with diverse groups, including faculty, staff, students, administrators, and parents.
● Uses discernment, discretion, integrity, and confidentiality in the operation and oversight of the school and its

programs.
● Demonstrates consistent spiritual leadership.
● Promotes a positive environment that encourages commitment, collaboration, and performance.
● Demonstrated ability to develop strong relationships of mutual support with the constituent communities of the

school.

Responsibilities:
● Prepare, manage and enter all tuition, discounts, and incidental fee invoices and apply payments.
● Prepare and monitor notices regarding billing dates and deadlines and assessment of late fees.
● Collaborate with other departments to collect rosters and list of fees for students and families.
● Process invoices, credit memos, and refund requests in the student information /management system and

prepare entry into the accounting system.
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● Address all external customer inquiries in a timely and effective manner.
● Assist in producing insightful financial analysis and reports on a regular basis.
● Monitor outstanding receivables and prepare aging reports for management.
● Perform and support collection efforts for the accounts receivable portfolio, including communications directly

with parents and maintenance of payment plans.
● Identify bad debt exposure and report to the Head of Finance and Operations.
● Issue quarterly or end of year customer statement reports.
● Manage and oversee the RCS SCRIP program; refining processes as needed to increase auxiliary revenue.
● Refine and improve the billing and collection process and relevant internal controls, ensuring the school and

finances are stewarded well.
● Reconcile and analyze auxiliary fee income from lunch, athletics, etc. and review with appropriate departments.
● Cross-train with the Accounts Payable Clerk.
● Prepare various account reconciliations and general ledger entries monthly and distribute financial reports to

internal users.
● Assist other members of the Finance Department during annual audit, budget, special projects or peak seasons

as needed.
● All other duties as assigned.
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