
ACCOUNTS SPECIALIST 

 

Altoona Campus is currently seeking a professional individual to work in the accounting department. 

This position reports to the Business Manager. 

 

Job Summary: To perform various accounting functions for the Altoona Campus with an emphasis 

on the Kids Klub Department. 

 

Job responsibilities & duties include:  Assist the Business Manager with Accounts Payable and 

Reconciliation. Use EZ Care software for Kids Klub accounts to post all charges and cash receipts to 

customer ledgers weekly; provide receipts to Kids Klub families; complete monthly billing for state 

(DHS) funded families; complete aspects of billing and paperwork maintenance for CACFP (food 

program); address account related questions including credit and delinquent accounts; provide 

yearend tax to families. 

 

Qualified individuals must possess:  Basic knowledge of accounting and computers; Ability to be 

self-motivated by knowing when to complete tasks on time; Communicate clearly and effectively. We 

have a friendly atmosphere and are passionate about doing our jobs well.  

 

Terms of Employment: Hourly full-time position, 8:30am-4:00pm must be available Monday through 

Friday. Pay range is based on education and relevant experience. Target start date is June 11. 

Applicants must also be able to pass a background check. 

 

Benefits: Free employee Altoona Campus membership and free employee Aquatic Park pass 

(summer only). Childcare is free to employees only during scheduled work hours with the Altoona 

Campus, including Kids Klub, and only during the hours of operation of the Altoona Campus child 

care (onsite) or Kids Klub program (offsite). The children must be your dependent(s) and must be 

claimed as dependents on your income taxes. 

If you are interested in becoming the Altoona Campus Assistant Business Manager, please complete 

an application which can be found on our website, www.altoonacampus.com under the Employment 

tab and include a cover letter and current resume. You are welcome to contact Ericca Greubel in 

Human Resources at 515/967-0788, ext. 226, egreubel@altoonacampus.com if you have additional 

questions. 

 

1500 8th Street SW 
Altoona, IA 5009 

515/967-0788 

Fax 515/967-2446 
Equal Opportunity Employer 

 


