
DETAILS

ACCOUNTING ASSOCIATE

Accounting / bookkeeping

Part-time (30-32 hrs/week) 

Boarding school setting 

Grades 9 to 12 

Flexible hours 

Dynamic, fun environment

Position open NOW

Midland School, a distinctive, co-educational boarding school for
grades 9-12, is seeking an enthusiastic and hardworking Accounting
Associate with excellent customer service skills to join our Business
Office. If you have accounting or bookkeeping experience and are
looking for the perfect position that allows you flexibility and the
opportunity to work in a dynamic, professional and fun
environment, we need you. The position is primarily responsible for
supporting projects and tasks under the Director of Finance and
Operations with whom you will work closely to manage all aspects
of Midland’s accounting function in addition to payroll processing
and human resources. The position is year-round, part-time (30-32
hours per week) with some opportunity for a flexible schedule and is
a salaried (DOE) position with benefits (health, dental, life/ADD,
disability, retirement, and tuition remission).

PRIMARY DUTIES & RESPONSIBILITIES
Tuition billing and collection 
Biweekly payroll processing 
Accounts payable management and reconciliation 
Bank and credit card/expense management reconciliations 
Assistance with preparation of internal financial reports 
Assistant with annual audit process including preparation of schedules and supporting materials 
Support of Admissions and Advancement offices on enrollment contracts and donation reconciliations



Contact: kglines@midland-school.org

MINIMUM QUALIFICATIONS

2-5 years prior accounting experience 

Demonstrated proficiency in Excel, Word, and Google Suite

Strong administrative and customer service skills 

Detail-oriented, highly organized, analytical 

Desire to be part of a team and able to work independently

Ability to manage multiple tasks on established deadlines

Outstanding verbal and written communication skills

Ability to pass criminal background & driving tests

Health clearance for TB screening & vaccinations

DESIRED QUALIFICATIONS OR EXPERIENCE
Bachelor's degree or equivalent experience 
Accounting experience at school or non-profit 
Experience with QuickBooks Online 
Experience with cloud-based software platforms (e.g. accounts
payable automation software)

WORK AT MIDLAND

Short cover letter that addresses the alignment of your experience and interests with the qualifications
outlined above and Midland School’s mission
Current resume
Midland Employment Application form 
List of 3-5 references 

This position is open until filled. The start date is as soon as possible. 

Applicants should first carefully review the minimum qualifications and the Midland School website to learn
more about our school. If interested, submit the following as a single PDF file titled
"lastname_firstname_Mid_Acct_2022-23" to Karrie Glines, Assistant to the Head of School at
kglines@midland-school.org

 
Midland School is an equal opportunity employer and actively seeks diversity among our employees. 

https://midland-school.org/join-the-team/
http://midland-school.org/

