
 

 

 
 

Controller 
Summary Job Description 
Reporting directly to the Business Manager, the Controller is an integral member of the Business Office team, with 
primary responsibility for the core accounting functions of the school.  The Controller also provides broader 
financial management support to the Business Manager in areas such as financial reporting, budgeting, and audit 
coordination.  Finally, the Controller helps to make sure that the various Business Office functions such as Accounts 
Payable, Cash Receipts, and Student Billing are carried out with operational excellence, proper internal control, 
and good integration with the various financial systems used by the school.  The position is a part time year-round 
role with a general schedule of twenty-five hours each week, working in support of the broader mission of 
Covenant Day School. 
 
Essential Functions and Responsibilities  

• Design and communicate accounting policies and procedures that ensure effective internal control and 
business efficiency 

• Ensure compliance with any relevant financial regulations or requirements connected with the school’s 
nonprofit status 

• Coordinate with HR on payroll and benefits billings; post monthly payroll journal entries 

• Review, post and reconcile all donor gifts entered by the Development Office 

• Reconcile bank accounts and post related accounting entries 

• Prepare, post and reconcile all investment activity and related accounting entries 

• Maintain general ledger, including detailed accounting of Net Assets balances 

• Produce accurate and timely financial reporting, for both department and executive level purposes 

• Partner with the Business Manager to coordinate the school wide budget process and annual external 
audit process 

• Coordinate with the Development Office to prepare annual stewardship reports 

• Provide support and direction with the financial management of fundraising, extracurricular, and other 
auxiliary activities (e.g. summer camps, fine arts programs, booster club, food service, etc.) to ensure 
sound financial business practices 

• Other work as assigned by the Business Manager or Head of School 
 
Qualifications 

• Committed follower of Jesus Christ reflecting a desire to serve Him and others in work and life  

• Eager to serve in a Christian learning environment, modeling diligence, perseverance, resilience, patience, 
courage, and Christian discipleship 

• Bachelor’s degree in accounting or finance with a minimum of five to seven years of relevant experience 
required; Certified Public Accountant with experience in non-profit accounting preferred 

• Experience with databases and accounting software 

• Project management experience preferred 

• Demonstrated dedication to providing excellent customer service at all times 
• Excellent interpersonal skills and ability to communicate effectively and professionally with various school 

constituents such as donors, parents, visitors, students, other faculty/staff and vendors 
• Demonstrated ability to serve with initiative and pro-active approaches 
• Strong administrative and organizational skills and computer proficiency in Microsoft Office 
• Ability to maintain the greatest degree of confidentiality and professionalism in all aspects of work 

• Ability to work under pressure both independently and within a team-oriented environment 
 
Please visit https://www.covenantday.org/about-us/employment for more information and to submit an 
application.  

 
Established in 1989, Covenant Day School is an independent, Christian, college preparatory school in Matthews, 
N.C. that serves more than 860 students from transitional kindergarten through high school. At Covenant Day, we 
are committed to assisting the Christian family by providing an education marked by a biblical worldview, 
academic excellence, and affordability so that students are equipped to be salt and light for God’s glory. Students 
thrive in a nurturing environment where both academic excellence and spiritual training are blended without 
compromise. 
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