Accounts Receivable Specialist
Tabor College | Hillsboro, KS
Full-Time | 40 hours/week
Tabor College is seeking a detail-oriented and service-minded Accounts Receivable Specialist to support the financial operations of the College. This role is vital in managing student accounts, maintaining accurate financial records, and providing excellent service to students and families.
Key Responsibilities
· Manage all accounts receivable functions, including student billing and payment plans 
· Communicate with students, parents, and benefactors regarding account balances and resolutions 
· Monitor account updates related to registration and financial aid changes 
· Record A/R activity through general ledger entries 
· Reconcile accounts related to Title IV aid, Perkins loans, and other programs 
· Coordinate financial settlement processes during registration periods 
· Prepare IRS Form 1098-T and ensure accurate account reconciliation 
· Initiate account holds and coordinate with collection agencies when necessary 
· Prepare daily deposits and assist with business office operations 
· Support donation processing in collaboration with the advancement office 
· Assist with ID card issuance, office supply management, and other administrative functions 
· Serve as a point of contact for Military Tuition Assistance programs 
· Maintain compliance documentation for federal program eligibility 
· Perform other duties as assigned 
Qualifications
· Bachelor’s degree in Accounting, Business, or a related field preferred 
· Experience in accounts receivable or financial systems preferred 
· Strong communication, organization, and problem-solving skills 
· Proficiency in standard computer applications 
· Has a demonstrable faith in Jesus Christ 
Why Tabor College?
At Tabor, you’ll join a Christ-centered community committed to academic excellence, personal growth, and meaningful work that impacts students’ lives.

