
 

4622 N Broadway Ave Muncie, Indiana 765-288-8383 
 
 

 

Job Title: Accounting Specialist  

Reports to: Accounting Manager 

12 to 18 hours per week 

 

PERSONAL QUALIFICATIONS:  

1. Practices transparent, authentic Christian values and principles publicly and privately. 

2. Worships Jesus wholeheartedly.  It is the passion of his/her life to be a disciple of Jesus Christ.  

3. Yearns for excellence in all he/she does, yet sees the value of the person as more important than 

the perfection of the ministry. 

4. Can work with others with sensitivity and humility. 

5. Honors and practices confidentiality. 

6. Has a servant’s heart and teachable spirit. Practices “going the second mile” in accomplishing 

work and creating and maintaining positive relationships. 

GENERAL RESPONSIBILITIES: 

1. Accounts Payable – Ensure bills are recorded/paid in a timely manner; charges/records expenses 

to general ledger accounts by analyzing invoice/expense reports; write checks and maintain files; 

issue 1099s; reconcile petty cash. 

2. Payroll – Back up the Accounting Manager as needed. 

3. General accounting functions – Includes proper record keeping, filing on a timely basis, and 

assisting the Accounting Manager and Executive Director in the budgeting process. 

4. Compensation and benefits administration – Assist Accounting Manager and Executive Director in 

compensation, management and benefit plan administration for the staff, as needed. 

5. Prepare for annual review – Assist Accounting Manager as needed. 

6. Contributions – As needed, work with or lead the team that counts contributions, inputs donations, 

deposits cash and checks, accounts for transactions at the coffee bar and files resulting 

paperwork. 

SECONDARY DUTIES AND RESPONSIBILITIES:   

Other duties, responsibilities, and/or ministries may be acquired or assigned such as answering 

phones, assisting with mail, lead projects that are of added value to the church or accounting 

department. 

PREFERRED QUALIFICATIONS: 

1. Associate Degree in Business, Accounting or equivalent knowledge of accounting is preferred.  A 

minimum of a 2 year Associate Degree is highly desired while further education is welcome. 

2. Accounting background preferred with extensive experience using a computer accounting 

program. 
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3. Organizational skills desired. 

4. Computer skills (Word and Excel a must with an understanding of computers and programming 

and an ability to learn new programs). 

Submit Résumé To:  Greg Posey, posey@unionchapel.com 
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