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As followers of Christ, we Seek other in our community, Serve their needs
Grow in the love of Christ, and Connect with each other

Job Description for Bookkeeper

Benefit Status:  Part Time (8 hr/wk)		FLSA Status: Exempt		Salary: $19-24/hr

Ministry Area:							Direct Supervisor:
Administration 						Lead Pastor  

Job Responsibilities
· Verify and record income from batches into QuickBooks. Send weekly revenue stats for bulletin. 
· Facilitate and provide support in developing annual budget, as well as tracking and communicating budgeted income and expenses through reports, forecasting, and presentations as needed to staff, ministry leaders, committees, and other church audiences. 
· Responsible for all aspects of accounts payable, including but not limited to, vendor creation and collecting/distributing 1099 information, preparing and recording all distributions accurately into QuickBooks with appropriate GL account and correct period, and issuing payments via check or online platform. Point of contact for vendors and facilitates contracts. 
· Responsible for general ledger items, including but not limited to, reviewing all transactions for accurate reporting according to standards, reconciliations, month and yearly close processes including journal entries and reporting to staff and ministry leaders. 
· Responsible for payroll, including but not limited to, calculating and disbursing bi-weekly payroll, managing benefits, tax filings (federal, state, semiweekly payments, quarterly reconciliations, and W-2s). Work with SPRC and appropriate staff on staying up to date human resource compliance laws and requirements. 
· Oversee designated and special funds, including grants and fundraising, for proper tracking. 
· Responsible for necessary audit information, including but not limited to, annual church audit, worker's compensation audit, and conference level statistical reporting. 
· Work closely with the Finance, Church Foundation, and Trustees Committees (as well as others deemed necessary) to ensure their leadership roles are met with all the information and reporting they need. Attend monthly Finance Committee meetings and others as requested. 
· Maintain professional accounting records, including paper and electronic files, that are in compliance with the Book of Discipline of The United Methodist Church and other applicable laws and regulations. 
· Other duties as needed by the supervisor.

Required Qualifications:
Education:
· College education or work experience in Finance or parallel work

Physical:
· Light lifting for supply management

Skills:
· Good communication skills.
· Adept at the use of Quickbooks
· Working knowledge of accounts payables including tax laws and filing for employees
· Committed to ongoing personal and professional growth.
· Strong relational skills and Team player

Desired Qualifications
· Experience working in a church setting
· Willingness to be flexible
· Inviting personality

Duties and responsibilities are designed to be the essential functions of the job. They do not preclude the performance or related or even unrelated jobs, which may be necessary to properly and efficiently complete all work assignments. Fredericksburg UMC reserves the right to amend job specifications to meet current needs.

__________________________ 				________________________
Employee Signature/Date					Direct Supervisor Signature/Date
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