Job Description for Business Office Manager

Bishop Dunne Catholic School 2018 - 2019 

Hours: Monday – Friday, 7:30 a.m. to 4:30 p.m.
General Duties:  Payroll, Benefits Reconciliation and Communication, Payables 
Experience/Education Required: Minimum 5 years of experience in Payroll, Benefits and Accounts Payable 

Accounting, Business or Human Resource degree preferred
Technical Skills: Proficiency in QuickBooks, Microsoft Word and Excel, 

Payroll and Benefits

· Enter and submit payroll, reconcile payroll deductions
· Manage new hire documentation – (I-9, W-4, Insurance enrollment)
· Assist with payroll processing issues
· Process child support
· Coordinates employee health insurance –enrollment, termination, employee insurance questions, billing reconciliation 
· Benefit insurance - invoice reconciliation
· Assist with retirement plan (403B), set up employees, make retirement payments, reconcile to payroll, answer questions and assist with loan requests
· Responds to unemployment claims
· Manage workers’ compensation claims
· Assists with disability claims 

· Post and update all federal and state postings
· Process employment verifications
Payables 
· Issue 1099’s;

· Distribute and monitor supplier credit cards
· Fill out vendor credit applications
· Back up for other payable duties 

Banking

· Initiates approved wire transfers

· Record returned checks

· Reconcile Bank statements
Transportation Support
· Assist with vehicle registration and inspection renewals
· Record keeping of certificates of insurance for vendors/outside users of facilities etc.
· Follow up on vehicle accident claims
Other Duties

· Assist with student accident reports

· Provide considerate, friendly customer service to all parents, students and visitors whether via phone, email or letter;

· Assist with athletic and spirit store
· Attend instructional classes and meetings, attend parent and student functions as required
· Backup front desk;

· Notarize forms for school related business 
· Issue and monitor building keys
· Maintain and monitor office equipment and supplies, monitor postage machine
· Coordinates Security for school events 
· All other duties as assigned 
Please send resumes to Dwayne Friesen, at dfriesen@bdcs.org.
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