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POSITION OVERVIEW

	Position Title
	School Accountant

	Reports To
	School Director / Executive Director

	Classification
	Full-Time, Exempt

	Location
	Westgate Community School Campus

	Compensation Range
	$55,000 - $65,000 Commensurate with experience; full benefits package


ABOUT WESTGATE COMMUNITY SCHOOL
Westgate Community School is a K-12 gifted-education community rooted in the belief that every child deserves individualized attention, authentic connection, and the freedom to grow into their fullest self. We are small by design, with average class sizes of 18 in kindergarten and 25 in grades 1-12, organized into multi-grade teams that foster deep relationships across age groups.

Our mission is to nurture the whole child, empower authentic learning, develop environmental stewardship, and inspire a passion for serving the global community. This mission is not a statement on a wall; it is the daily practice of every person who works here. Our Accountant will be a mission-aligned professional who understands that financial health is the foundation upon which our community is built.
POSITION SUMMARY
The Accountant is a critical member of Westgate's operations team, responsible for maintaining accurate financial records, supporting sound fiscal management, and ensuring that school resources are allocated with equity, transparency, and intentionality. This role works closely with school leadership to translate financial data into actionable insights that support student-centered decision-making.

The ideal candidate brings technical accounting proficiency, a collaborative spirit, and a genuine belief in the school's mission. They are organized without being rigid, detail-oriented without losing sight of the bigger picture, and comfortable working in a small, relationship-centered environment where every staff member's contribution is visible and valued.



CORE COMPETENCIES

	Competency
	What It Looks Like at Westgate

	Mission Alignment
	Understands and actively upholds Westgate's commitment to whole-child education and community stewardship; makes financial decisions with students and families in mind.

	Financial Accuracy & Integrity
	Maintains meticulous, audit-ready records across all accounts; applies GAAP and nonprofit/charter accounting standards consistently and transparently.

	Analytical Thinking
	Synthesizes financial data to surface trends, flag risks, and generate clear reports that inform leadership; comfortable translating numbers into narrative.

	Collaboration & Communication
	Partners effectively with non-finance staff and school leadership; communicates complex financial information accessibly to a variety of stakeholders.

	Systems Thinking
	Identifies opportunities to strengthen financial systems, processes, and controls; proactively builds structures that support a small, high-functioning team.

	Adaptability & Initiative
	Thrives in a dynamic school environment; manages competing priorities with composure, takes ownership of responsibilities, and seeks continuous improvement.


KEY RESPONSIBILITIES
Accounting Operations
· Manage day-to-day bookkeeping, including accounts payable, accounts receivable, payroll processing, and general ledger maintenance.
· Perform monthly bank reconciliations and ensure timely, accurate financial period closing.
· Process and track all vendor payments, staff reimbursements, and purchase orders in accordance with school policy.
· Maintain organized, audit-ready financial records and documentation for all transactions.
Financial Reporting & Analysis
· Prepare monthly, quarterly, and annual financial statements and reports for school leadership and the board of directors.
· Monitor budget-to-actual performance across all cost centers and flag variances with supporting narrative.
· Support the annual budgeting process by compiling historical data, projecting trends, and modeling scenarios.
· Assist with preparing year-end audit materials and serve as the primary point of contact for external auditors.


Grants & Compliance
· Track grant expenditures and ensure compliance with federal, state, and funder-specific reporting requirements.
· Maintain familiarity with Colorado charter school finance regulations and consistently apply relevant compliance requirements.
· Support the completion of state and federal financial reports, including BOCES, CDE submissions, and Title funding documentation as applicable.

Payroll & Benefits Administration
· Process monthly payroll accurately and on schedule; coordinate with HR on new hires, terminations, and compensation changes.
· Manage benefits deductions, garnishments, and tax withholdings; reconcile benefit invoices monthly.
· Respond to staff questions about payroll and financial processes in a timely, clear manner.

Community & Operational Partnership
· Collaborate with school leadership and operations staff to support purchasing decisions, contract reviews, and vendor relationships.
· Oversee the hot lunch program and fill in as needed.
· Learn the duties of the front desk administrator and cover for that person’s lunch each day.
· Participate in school-wide meetings and community events as scheduled, contributing to Westgate's relational culture.
· Identify opportunities to improve financial processes and propose solutions that support the school's small-by-design ethos.
QUALIFICATIONS
Required
· Bachelor's degree in Accounting, Finance, Business Administration, or a closely related field.
· Minimum three years of professional accounting experience, preferably in a nonprofit, charter school, or education-adjacent setting.
· Proficiency in accounting software (QuickBooks, Sage Intacct, or comparable platform) and strong command of Microsoft Excel or Google Sheets.
· Working knowledge of GAAP and fund accounting principles.
· Demonstrated ability to manage multiple priorities with accuracy and discretion.
· Strong written and verbal communication skills; ability to present financial information to non-finance audiences.
· Commitment to Westgate's mission of whole-child education, equity, and community.
Preferred
· Experience in Colorado charter school finance, including CDE reporting and charter-specific compliance requirements.
· Familiarity with federal grants management and Title funding (Title I, Title II, IDEA, etc.).
· CPA licensure or active progress toward licensure.
· Experience working in a small school or small organization where adaptability and relationship-building are essential.
WHAT SUCCESS LOOKS LIKE

In the first 90 days, the Accountant will have developed a thorough understanding of Westgate's financial systems, established trusted working relationships with school leadership and operational staff, and taken full ownership of core accounting functions.

Within the first year, the Accountant will have led a smooth annual audit, contributed meaningfully to the next budget cycle, and identified at least one opportunity to strengthen a financial process or control. Most importantly, they will have become a visible and trusted member of the Westgate community, understood by colleagues not as a gatekeeper but as a partner in service to students and families.
OUR COMMITMENT TO YOU

Westgate Community School is committed to building a staff community that reflects the diversity of the students and families we serve. We actively seek candidates from historically underrepresented communities and are committed to equitable hiring practices. We provide competitive compensation, comprehensive benefits, and a work environment grounded in relationship, respect, and shared purpose.

We are small by design because we believe that relationships are the engine of excellent schools. Every staff member at Westgate is known, valued, and supported. We hope you will consider joining us.

To apply or learn more, contact Westgate Community School.

WESTGATE COMMUNITY SCHOOL IS AN EQUAL OPPORTUNITY EMPLOYER.
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