
WHITE ROCK BAPTIST CHURCH 

1657 140 St, Surrey BC  V4A 4H1 

(604) 531-2344 email: employment@whiterockbaptist.ca  

  
BOOKKEEPER (Permanent, 20 Hours Per Week) 

The Opportunity 

Join a young and dynamic pastoral/staff team for White Rock Baptist Church. We are a Church that 

seeks to be a loving community of hope in Jesus Christ, worshipping God and growing in faith to impact 

the world.   

Key Responsibilities 

 Perform all financial accounting and bookkeeping functions including necessary journal entries, 

and coding/payment of accounts payable through our accounting software 

 Maintain and provide input to payroll system as provided by a third party 

 Process credit card donations;  count, prepare and deposit the weekly offering 

 Maintain the donation records and issue the annual receipts for tax purposes 

 Reconcile the bank accounts 

 Assist CPA firm with compilation of the annual statement of financial position of the Church 

 Prepare annual budgets and financial reports as required 

 Analyze, recommend and manage office equipment leases and service contracts 

 Prepare Regulatory reports and filings as required by the Canada Revenue Agency, the British 

Columbia Societies Act and the City of Surrey 

 Order office, kitchen and janitorial supplies as required 

 Other responsibilities as required 

Required Skills and Personal Attributes 

 Education and training in accounting and finance 

 Proficiency with QuickBooks plus MS Outlook, Word and Excel 

 Prior experience in non profit organizations/churches beneficial 

 Excellent verbal and written communication skills 

 Ability to work effectively and positively with others and contribute as a team player 

Benefits 

 Compensation $25 per hour 

 Medical and dental benefits after three months service 

 Matching of 6% contributed by the employee to the pension plan (after one year of service) 

 Two weeks vacation, increasing to three weeks after the first year and increasing to four weeks 

after five years of service 

 The position offers flexibility to determine hours and days actually in the office 
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