
               Brooklyn Jesuit Prep 
                           560 Sterling Place Brooklyn, NY 11238 

 
 

Position:   Business Manager (part-time) 
Reports to: President 
 
Brooklyn Jesuit Prep is a Jesuit, Catholic middle school for low-income students in the Crown 
Heights neighborhood of Brooklyn.  The mission of the school is to break the cycle of poverty 
through education, employing a rigorous, well-rounded program with an extended school day, 
summer leadership camp and graduate support program.   
 
In September 2017, BJP’s faculty/staff of 20 people will be serving approximately 100 students. 
 
Qualifications: 

 Bachelor’s degree (business major preferred but not required) 
 Experience with QuickBooks and Benefits/Human Resource administration 

experience is desirable but not required. 
 Willingness to learn and support BJP’s mission 

 
Ongoing responsibilities include: 

 Bill payments, banking deposits and bookkeeping data entry 
 Primary payroll vendor interface; run payroll and update payroll records 
 Primary 401(K) vendor interface; process employee contributions to 401(K) Plan 
 Review and maintain appropriate insurance coverage 
 Manage personnel administration including benefits, insurance, legal compliance, 

Virtus training, update personnel records, time sheets and handle related matters 
 Assist President in preparation of annual budget 
 Oversee collection and processing of school tuition by school secretary 
 Review and manage reporting and payments for lunch program  
 Reconcile Petty Cash as necessary.  Handle distribution of Petty Cash when possible 
 Perform monthly financial close: reconcile all financial statements, bank accounts, 

credit cards and prepare Budget vs. Actual Comparison 
 Ensure that BJP’s Financial Procedures Manual is followed and updated as necessary 
 Oversee payment of high school tuition and serve as contact for high schools if any 

problems arise with family tuition payments 
 Other duties as assigned by the President 

 
Additional Information: 
Location:  560 Sterling Place, Brooklyn, NY 11238 
Hours:  20 hours per week  
Position Starts:  May 31, 2017 
Salary Range:  Salary commensurate with experience; benefits package 
 
How to Apply: 
Please submit the following documents to Ms. Patricia Gauvey, President 
at president@brooklynjesuit.org.: Cover letter, Resume, 3 professional references including 
contact information. 
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