
Bible Center 
Fiscal Manager 

Position Description 
 
Bible Center exists to make God smile by introducing people to Jesus Christ, loving them 
into His family and empowering them to serve their families, their church, the 
community and the world.  This mission is accomplished and the Kingdom of God is 
advanced through the five major purpose areas of the church: Worship, Evangelism, 
Fellowship, Discipleship and Ministry. 
 
Position Description: 
The Fiscal Manager is responsible for managing the finances of Bible Center in 
accordance with our existing financial policies and procedures.  The Fiscal Manager 
provides support to the Pastors, church leadership and Bible Center program managers 
(including our after school programs, Oasis Transportation, and Everyday Café) in the 
appropriate management of ministry and program finances.  
  
I am accountable to produce the following results: 
 
Fiscal Management  

- Accounts payable and receivable for church, after school programs, Everyday 
Café and Oasis Transportation 

- Posts daily deposits for Everyday Café  
- Enter weekly offering envelopes and deposits in Quickbooks 
- Record all debits, deposits and money transfers  
- Reconcile all credit card transactions 
- Record online giving weekly and reconcile with bank deposit  
- Generate giving statements on a quarterly basis or as necessary 
- Enter and monitor all budgets 
- Establish and execute an accounting system to track financial activities various 

ministries of the church and generate required monthly budget reports to 
ministry leaders 

- Generate financial reports for the Budget and Finance Committee as needed 
(balance and income sheets) 

- Prepare checks for authorized church signatories, and perform banking services 
as requested 

- Monitor bank account balances and make transfers as approved  
- Monitor petty cash fund 
- Validate vouchers submitted for payment, including proper signatures 
- Coordinate church staff credit cards, validate charges and prepare vouchers for 

payment 
- Attend meetings of Budget and Finance Committee when necessary, 

Administrative Team and Bible Center Leadership Meetings 
- Manage grant and contract activity and prepare invoices 
- Assist with preparing interim and final financial summaries of grant reports 
- Manage invoicing and timely collections of receipts for Oasis Transportation  
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- Secure completed W9 forms for all contracted services and process 1099 filing at 
year end 

- Monitor and record program usage of PayPal and Square sales transactions 
- Properly manage and record inter- company transactions 
- Ensure staff compliance with established internal controls for processing of all 

fiscal activity 
- Contact vendors as needed 
- See that proper computer backup is routinely maintained 
- Liaison for office utilities (gas, electric, phone, alarm) companies and insurance 

agent 
- Liaison with external accountant  
- Perform all other duties as may be needed to fulfill these responsibilities 

 
Personnel Management  

- Maintain personnel records (for Bible Center, after school programs, Oasis 
Transportation and Everyday Café employees) such as payroll, clearances, 
employee information form 

- Process payroll for all Bible Center, after school programs, Oasis Transportation 
and Everyday Café staff 

- Payroll liaison with Paychex (call in hours, monitor PTO) 
- Process paperwork for new employees (verify pay rates, taxes, etc.) 
- Manage employee health, dental and retirement benefits (ensure proper 

deductions) 
- Perform all other duties as may be needed to fulfill these responsibilities 

 
Property Management  

- Maintain a fixed asset inventory of church property and equipment 
- Perform physical review of assets and note the condition 
- Maintain depreciation schedules and post activity  
- Perform all other duties as may be needed to fulfill these responsibilities 

 
Core Competencies: 

- Ethics and integrity – Makes decisions and acts in accordance with Christian 
values and the vision and mission of the church 

- Results Driven – A focus on financial results that aid and enhance the programs 
and services of the various ministries  

- Spiritual Emphasis - A heart for ministry programs that support Bible Center’s 
mission and connect Bible Center to the community  

- Detail Oriented -Exceptional attention to detail and organizational skills  
- Business Acumen - Experience with financial oversight, church budgeting, and 

building and property systems and management  
- Servant Leader - Builds and maintains meaningful relationships and serves others 

through removing barriers for them and helping to achieve desired results  
- Communication - Communicates clearly and effectively both verbal and written 
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- Embraces and encourages diversity - within the congregation, locally, regionally,  
- Effective as a teacher and instructor who can make financial spreadsheets easy 

to understand for non-financial individuals 
- Professional personal presentation     

- Customer service orientation    
- Information management 
- Organizing and planning 
- Initiative 
- Reliability 

 

Qualification/Requirements: 
- Business Management degree from an accredited business school, college or 

university, or a degree in a related field 
- Knowledge of QuickBooks, or similar software 
- Basic accounting principles 
- Minimum of two years bookkeeping or accounting experience 
-  Knowledge of computers, database, spreadsheets, office equipment and 

relevant software application 
 

Reports to: 
Executive Pastor (primarily) and Senior Pastor (secondarily) 
 
Salary: 
Commensurate with experience  
 
Scheduling: 
40 hours per week  

 
Statement of Commitment: 
I accept the responsibilities of this position and agree to produce quality results, 
perform the work, and meet the standards set forth in this position description to the 
best of my ability. 
 
Date: _________________________ Signature: ________________________  
 
Printed Name: ____________________________________________________  

Supervisor Signature: ____________________________ Date: _____________  

 


