
 
 

Business & Main Office Assistant 
 

Overview of St. Andrew’s Episcopal School of Amarillo 
St. Andrew’s was founded in 1951 as a faith-based school with the goal to provide exceptional educational 
opportunities within a Christian environment. We are Amarillo’s independent, Primer-8th Grade day school 
with a mission to nurture each student in the Episcopal tradition. Serving approximately 290 students, we 
welcome families from any faith tradition. We provide opportunities for children to develop through a 
superior academic program, dedicated fellowship, and service to the community. 

St. Andrew’s has built over the years a distinctive and collaborative program and team.  All SAES faculty 
and staff live the mission and philosophy of SAES each school day.  The expectation is that each of us 
engages actively in and celebrates our individual and collective strengths as a community.  
 

The Position & Desired Attributes 
The Business Office Assistant will report to the Business Manager. This detail-oriented, self-starter will be 
responsible for supporting the efficient and effective operations of the Main and Business Offices for St. 
Andrew’s. S/he will provide a can-do/will-do mentality, be service-oriented, and contribute to the joyful 
ethos of excellence that defines our work culture. 
 

Most importantly, though, the ability to lead yourself and others through self-awareness, love, 
ingenuity, and heroism will elevate your candidacy. 

 

St. Andrew’s next Main Office / Business Office Assistant will bring life, work, and educational experiences 
that allow her or him to be confident, warm, approachable, coachable, relationship-driven, and 
service-oriented. A Bachelor’s Degree in Accounting, course-work towards such degree, and/or 
commensurate work experience is required for this position. 
 

This individual will model integrity and authenticity. We desire an individual who will further elevate our 
team as we strive to better our school for the sake of our families. Excellent verbal and written 
communication skills, familiarity with Quickbooks, Microsoft Office products and Google Apps for 
Education, and the desire to engage in the life of the school are desirable. We want our next Business Office 
Assistant to play an integral role in positively shaping our immediate and long-term impact on the Amarillo 
and Panhandle community.  
 

Essential Duties and Responsibilities 

● Work closely with the Business Manager, completing tasks efficiently and effectively as assigned. 
● Invoicing and tracking of receivables. 
● Maintain accurate records on the Extended Day Billing records. 



● Process payables. 
● Welcome visitors and vendors to the school in the Main Office as an ambassador of the school. 
● Work closely with the Head of School and Head of School’s assistant to complete tasks in the Main 

Office efficiently and effectively as assigned.  
● Support SAES and its leadership. 

 

To Apply 
Interested individuals should submit an uncommon letter of interest, a detailed resume, a succinct philosophy of 
education and job application (found on school’s website) to the Headmaster’s Assistant, Mrs. Cloris Thurston, at 
cthurston@standrewsschool.org.  Interviews will begin as qualified candidates submit their materials. St. 
Andrew’s strives to provide an inclusive environment for people of diverse backgrounds and ideas and is an equal 
opportunity employer. 


