
MARIAN HIGH SCHOOL 

Accounts Payable Clerk/Deposit Manager 

 

 

JOB TITLE:  Accounts Payable Clerk/Deposit Manager 

 

REPORTS TO:   VP for Finance 

 

JOB SUMMARY:  The Accounts Payable Clerk/Deposit Manager is responsible for invoice 

processing utilizing the Blackbaud Financial system and the successful payment of goods and 

services purchased by the organization. The Accounts Payable Clerk ensures that invoices are 

accurate, that proper procedures are being followed in relation to purchases and that approval has 

been made by the appropriate personnel. As deposit manager, management of all 

cash/check/credit card receipts in the Marian operating fund, to include donor contributions, is 

completed with a high level of accuracy. Confidentiality is expected. 

 

ESSENTIAL JOB FUNCTIONS: 

 

 Processes all invoices  

 Verifies approval of purchases and proper check request completion 

 Processes all payments to vendors 

 Opens and distributes daily mail  

 Manages all receipts to the Marian operating fund (with the exception of tuition 

payments) 

 Prepares deposit reports for the VP for Finance with a high level of accuracy 

 Ensures accuracy for all donor contributions and coordinates with Advancement 

Department on advancement deposits 

 Processes deposits of checks utilizing desktop remote banking software 

 Processes credit card transactions 

 Excellent communication with co-workers, expense managers, students and vendors 

 

 

Other duties include the annual expectation to assist with freshman registration; to assist with 

selling of Field Day tickets; to assist with MarianFEST check-in; other annual event duties as 

assigned. Assist the VP for Finance as well as other business office staff. All other duties as 

assigned. 

 

SKILLS/RELATIONAL ATTRIBUTES:   

  

 Proficient computer skills with knowledge/experience in accounting software  

 High aptitude with numbers and money 

 Excellent communication skills, written and verbal  

 Excellent organizational skills; efficient in management of time  

 A professional attitude and relational skills with co-workers, students and parents; 

confidentiality essential 

 



REQUIRED EDUCATION AND EXPERIENCE 

  

 High school diploma or equivalent 

 Two to three years’ experience in accounts payables 

 Utilization of an accounting software system, with experience using Blackbaud 

Financial Accounting for Nonprofits a plus 

 

 

PAY AND BENEFITS 

 

The Accounts Payable Clerk/ Deposit manager is a full-time hourly position with salary 

commensurate with experience 

 

Excellent benefits to include 

 Medical and dental insurance 

 401(k) 

 Paid vacation, sick days and holidays 

 Tuition remission after one year of employment  

 

 


