Church Bookkeeping position – Part time 28 hours a week
Responsibilities:

Custodian for the financial books and records of the parish.  Account for all receipts and disbursements of the parish.  Maintain pledge records, pledge payments and produce statements for same.  Process payroll for parish.  Maintain payroll and pension records and submit required reports. 

Duties:

1. Receive, deposit and apply to the appropriate accounts all receipts of the parish.
1. Review invoices, route for approval and make payment for all obligations of the parish. 
1. Produce monthly, quarterly and annual reports from the parish financial system.
1. Retrieve Sunday receipts from bank.  Account for all receipts and prepare and make   
1. deposit.
1. Reconcile and balance parish and Rectors Discretionary Fund accounts.
1. Maintain appropriate records and process the payroll for parish. 
1. Maintain all Insurance records for staff and church.
1. Prepare and submit when approved, regular payroll and pension reports and  
1. contributions.
1. Work with Finance Committee and Vestry in the development of annual parish budget.
1. Respond to inquiries and questions from Vestry and Lay leaders regarding individual  
1. program budgets.
1. Attend Monthly Finance Committee meetings. Maintain all insurance records.
1. Prepare annual financial reports for Diocese and parish.
1. Maintain overall familiarity with all staff activities and church programs.
1. Assist with other duties and projects as directed.

Education, Experience and Skill Requirements:

·  Three to five years experience accounting and bookkeeping.
·  Attention to detail and accuracy.
·  Highly organized, dependable, self-starter, able to handle multiple tasks  
    simultaneously.
·  Experienced and capable team player.
·  Excellent written, verbal and interpersonal communication skills.
·  Unquestioned personal integrity.
·  Demonstrated proficiency with personal computer, and other office equipment.
·  High proficiency with Microsoft Professional Office; QuickBooks Pro, Excel and  
    database software.


Thank You,
Donna Clifford
Office Manager
Good Shepherd Episcopal Church
281-358-3154

