
CASHIER/ACCOUNTS RECEIVABLE CLERK – OTTAWA 
 

Reports to:  Dean of Ottawa campus; Chief Financial Officer 
Classification:  Full-time, 12-month Employee 

Pay Status:  Hourly, Non-exempt, Level IV 
Fringe Benefits per Board Policy 

Starting Salary Range:  $12.50 - $13.50 
Revised:  March 2020 

 
 
This position reports to the Dean of the Ottawa campus with supervisory oversight from the Chief 
Financial Officer. This position is responsible for processing and reconciling all business accounting for 
the Ottawa Campus, including accounts receivable, accounts payable, requisitions, and student 
payments. The Cashier will support the overall student enrollment process provided within the Ottawa 
office.  Duties include, but are not limited to: 
 
1. Greet patrons at front window and channel requests to the appropriate person; 
2. Answer office phone and direct calls to appropriate person; Review and respond to emails. 
3. Receive and receipt all revenue including student payments, bookstore deposits, application and 

testing fees, and all other income for Ottawa campus.  
4. Make change and maintain all Ottawa cash accounts. 
5. Prepare and balance regular detailed bank deposit receipt groups, and make bank deposits daily. 
6. Scan all receipt groups and send originals to the Chief Financial Officer at the Chanute campus. 
7. Process Nelnet payment plan deposits. Add/remove “AH” holds to student accounts when 

appropriate. 
8. Maintain change and provide petty cash moneybags to departments, when requested. 
9. Receive and record income from vending machines 
10. Assist in enrollment by generating charges and advising students of payment options. 
11. Work closely with the Outreach Department with the High School Concurrent students. 
12. Assist in financial aid disbursement and related paperwork when requested. 
13. Assist in secretarial, clerical, and receptionist duties as needed 
14. Collect and process Ottawa outgoing mail daily. Process postage budget transfers monthly. 
15. Order all Instructional and office supplies for the Ottawa campus. Charge each department for 

supplies used; monitor supplies inventory and reorder as needed. 
16. Approve vehicle requests; deliver key packs and keep the Ottawa vehicle maintenance current. 

Process monthly reports. 
17. Overtime may be mandatory at certain times of the year. 
18. Perform other duties as assigned by the dean of the Ottawa campus or the Chief Financial Officer 
 

Required Knowledge, Skills and Abilities 

1. Fluency, comfort, and familiarity with computers, and outstanding data entry skills.  
2. Proficiency in Excel, Word, and Outlook software programs and databases required, proficiency in 

Access preferred.  
3. Ability to work in a small and friendly office environment where each employee assumes multiple 

responsibilities.  
4. Ability to work well under pressure and to reliably meet deadlines in a fast-paced environment.  



5. Exceptional attention to detail and accuracy, and excellent organizational and writing skills.  
6. Excellent customer service skills.  
7. Ensure confidentiality of information.  

Education and Experience 

1. Bachelors preferred, preferably in the area of responsibility; 
2. Associates degree required, and/or specialized skills required; AND 3 years of experience required, 

preferably in area of responsibilities; 
3. OR High School Diploma or GED required, plus 7 years of work experience in area of responsibilities 

required; 

Working Conditions 

1. The noise level in the work environment is moderately noisy.  
2. While performing duties of this job, the employee is required to use hands to finger, handle, or 

operate objects, tools, or controls; and to reach with hands and arms.  
3. The employee is required to walk, sit, stand, talk and hear.  
4. Specific vision capabilities required by this job include close vision and the ability to adjust focus.  
5. Ability to lift and transport boxes weighing 50 pounds required. Ability to reach and work overhead 

is required.  
6. Some overtime may be required, as well as some flexibility in occasional early or late hours.  

Application: 
Please submit a letter of application, resume with names and phones numbers of five references 
unofficial transcripts, and NCCC employment application to:  
 
Human Resources Director, Cashier/Accounts Receivable Clerk - Ottawa, Neosho County Community 
College, 800 West 14th Street, Chanute, KS 66720 or Email to hr@neosho.edu. NCCC employment 
application available at www.neosho.edu/Careers.aspx. Review of applications begins upon receipt 
 

NCCC is an EOE/AA employer 
 

Non-Discrimination  

The current non-discrimination policy can be found at: 
http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf 
 

https://www.neosho.edu/Careers.aspx
http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf

