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Other

This role may offer the opportunity to contribute to broader institutional initiatives and assume other responsibilities as directed 
by the Associate Controller and Vice President for Financial Planning and Analysis.

Requirements
•  A bachelor’s degree in accounting is required.

•  A minimum of 2 to 5 years’ experience in accounts payable and payroll processing.

•  Experience using ADP or other payroll systems.

•  A strong and thorough understanding of payroll structures and knowledge of federal and state/city compliance is required.

•   Proven commitment to the principles of customer service/student satisfaction with the ability to work with diverse groups and 
constituents.

•  Experience using Banner (preferred)

•  Open to feedback with a willingness to learn, grow, and contribute.

•  Ability to organize, coordinate, and direct projects and lead innovative, strategic initiatives.

•  Knowledge of accounting functions with strong technical accounting and analytical skills.

•  Excellent computer skills (Word and Excel required) and reporting tools. 

•  Experience in higher education accounting is a plus.

•  A dedicated professional and team player with excellent interpersonal and communication skills.

•   A commitment to quality, innovation, and process improvement with an emphasis on collaborative teamwork and high 
customer service standards.

Compensation and Benefits
This position offers an annual salary range of $65,000 to $75,000. We offer a highly competitive compensation and bene�ts package.

How to Apply
Please submit a cover letter highlighting your quali�cations, salary expectations, and your interest in joining New York Law 
School, along with your résumé, to Kitty Montanez, Associate Director of Human Resources, at  jobs@nyls.edu.

WE ARE NEW YORK’S LAW SCHOOL

About New York Law School
Founded in 1891, New York Law School (NYLS) is an independent law school located in Tribeca, the heart of New York City’s legal, government, 
�nancial, and emerging tech centers. Known as “New York’s law school,” NYLS embraces the city as its classroom by complementing a rigorous legal 
education with an innovative and diverse set of “uniquely New York” experiential learning opportunities. Since opening its doors, NYLS has produced 
graduates who have gone on to hold high elected and appointed of�ce in the city, lead large and small �rms, and gain broad recognition as captains of 
business and industry. Its renowned faculty of proli�c scholars has built the School’s strength in key areas of the law, including business and �nancial 
services, intellectual property and privacy, and government and public interest law. NYLS has more than 18,000 graduates and currently enrolls around 
1,100 students in its full-time and part-time J.D. programs. The School also offers an advanced-degree program in Tax Law.

New York Law School is an Equal Opportunity Employer
All quali�ed candidates will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, 
gender expression, national or ethnic origin, age, disability, or veteran status, or any other characteristic protected by law.
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