Accounting Manager for Summit Church

Description:
The Accounting Manager will oversee the business and finances of the church which include the below duties:

· Count Sunday offerings and record. Find volunteers to count with you. Volunteer should be approved by the Lead Pastor.
· Count and record all other monies that come in from various ministries throughout the week.
· Maintain 2 petty cash accounts, recording and refilling regularly.
· Take deposits to the bank weekly.
· Enter all invoices and manage payment due dates.
· Pay all bills including setting up recurring payments and auto withdrawals.
· Prepare and send required paperwork to EDD for all new contractors scheduled to make over $600 in the calendar year.
· Prepare and send in to payroll company bi weekly.
· Provide accounting info on account balances to ministry leaders as needed.
· Oversee fixed assets and adjust as needed for financial statements.
· Make all journal entries and maintain General Ledger account.
· Prepare monthly financial statements in QuickBooks, Excel and Word for board meeting by the 10th of every month.
· Balance bank accounts monthly.
· Prepare annual tax forms including 1099’s and other required payroll tax forms.
· Oversee giving statement distribution to all parishioners.
· Attend weekly staff meetings as often as possible.
· Set up and maintain all employee files.
· Set up and maintain all employees on the computer system for payroll purposes. 
· Administrate and shop property  and medical insurance plans annually 
· Be part of the financial committee that meets quarterly.
· Track and input all church contributions by donor and provide year end IRS compliant statements to all givers.
· Help with the annual business meeting which includes reports, membership and minutes of the meeting.


Office Hours:

 






