
 

CORNERSTONE CHURCH 
Job Description 

 
Title:  Accounting Assistant Reports To:  Director of Operations 
Status:  Part time/ 20 hours/week     Position:  Open             
         

MINISTRY DESCRIPTION 
The Accounting Assistant will record and monitor church revenue, expenditures and process payroll and 

related reporting.  In addition they will be responsible for the preparation of monthly and annual financial 

reporting and assist in the budgeting processes.  Will work an average of 20 hours/week with 6-8 hours on 

Mondays and in office time Tuesday – Thursday.   

 
RESPONSIBILITIES 

 Records financial transactions and other account information to update and maintain accounting, 
contribution and payroll records.   

 Complies with federal, state and company policies, procedures and regulations. 

 Participates in counting, recording and depositing contributions 

 Provides monthly and year- end financial reporting  

 Maintains major campaign pledge information  

 Processes payroll and all related forms/transactions/taxes 

 Performs routine and sporadic reconciliations and audits. 

 Develop and implement properly documented policies and procedures 

 Researches and obtains quotes for needed equipment/supplies 

 Maintains integrity of financial records and systems 

 Assists with insurance reviews and compliance 

 Ensures accuracy of inventory and assets 

 Other financial related tasks as requested. 
 
 

QUALIFICATIONS 

 Exhibits a strong personal relationship to Jesus Christ evidenced in personal relationships, commitment 
to the church, personal work ethic, and a heart for people. 

 Cornerstone membership required or commitment to become one within 6 months. 

 Minimum of two years of experience in related field and/or accounting/bookkeeping education. 

 Proficient in the use of computer programs including Excel, MS Outlook, Word and accounting software 
(Quickbooks knowledge a plus). 

 Comfortable in learning and working with databases  

 Bookkeeping experience to process payroll and contributions. 

 Ability to analyze and interpret financials and other trends  

 Strong problem solving and reconciliation skills 

 Strong emphasis on accuracy and meeting deadlines. 

 Superior organizational skills and attention to detail.  

 Maintain high level of confidentiality 

 Strong verbal and written communication skills 

 Ability to research and/or problem solve with vendors.  

 Self-motivated and takes initiative; dependable 

 Ability to multi-task and adjust to changing priorities and/or deadlines. 
 

 

 


