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St. Andrew Presbyterian Church Finance Administrator  - 2017 
 
 

Reports to:   Pastor/Head of Staff, Finance Team 
Status:   Part Time, up to 20 hours/week as needed (flexible work schedule) 
FLSA:    Non-exempt; timesheet 
Range:   $15 - $18 per hour based on experience 
Benefits:   Flex spending cafeteria plan, vacation and sick leave (TBD per eligibility) 
 
 

Job Summary 
The Finance Administrator manages the financial operations of the church in order to enable the 
congregation and staff to better fulfill their mission, and provides information to staff, teams, and Session so 
those entities can monitor status of church finances, make informed decisions as to resource allocation, and 
effectively cultivate continued stewardship by the congregation.  
 

Essential Functions: 
 Organize and maintain all church financial records; reconcile bank accounts, record deposits, and 

maintain pledge and contribution records; handle other financial transactions as appropriate. 
 Process all Accounts Payable payments in a timely fashion, negotiating terms favorable to church 

as appropriate. Utilize and supervise system of invoice approval and accounting for expenditures. 
 Prepare monthly and year-end reports and budget for review at monthly Finance Team meetings 

and presentation to Session. 
 Perform all payroll duties, including communicating monthly payroll to third-party payroll service.  
 Administer employee benefits as defined by Personnel Team, including tracking staff leave. 
 Participate in preparation of yearly budget with Budget Working Team and Finance Team; provide 

budget preparation support to all staff and ministries.  
 Assist Stewardship and Capital Campaign Teams with yearly and periodic campaigns. 
 Provide risk management services including reviewing insurance coverage and overseeing the 

implementation of the Child Protection Policy. 
 Utilize church administrative software (Power Church) 

 

Other Responsibilities: 
 Participate in weekly staff meetings 
 Attend Finance Team meetings  
 Fulfill other responsibilities as necessary 

 
Minimum Qualifications: 

 Associate’s Degree in accounting/bookkeeping or Bachelor’s Degree with relevant work experience 
 Good working knowledge of Microsoft Office (Word and Excel in particular) 

 
Desired qualifications: 

 Working knowledge of double-entry accounting and financial reporting 

 Experience with bookkeeping software 

Physical Requirements: 
While performing the responsibilities of the job, the employee is required to talk and hear. The employee is 
often required to sit and use their hands and fingers, to handle or feel. The employee is occasionally 
required to stand, walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl. 
Vision abilities required by this job include close vision. 
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Core Competencies 

Attention to Detail: Consistently attends to the many small pieces which must be assembled into an 
organized whole; follows up on missing or out of balance items; resolves unanswered questions needed to 
address a problem; keeps the larger picture in mind while tending to the smallest of details. 
 

Informing Others: Provides the information people need to know to do their jobs well; helps people 
understand the information and knowledge and its relevance to the task at hand; is timely and transparent in 
the sharing of information. 
 

Integrity and Trust: Is seen as trustworthy by others; practices direct, honest and transparent 
communication; keeps confidences; admits mistakes; doesn’t operate with hidden agendas; responds to 
situations with constancy and reliability. 
 

Interpersonal Skills: Establishes good working relationships with all others who are relevant to the 
completion of work; works well with people at all levels of the congregation; builds appropriate rapport; 
considers the impact of his/her actions on others; uses diplomacy and tact; is approachable; avoids 
communication triangles. 
 

Time Management: Is able and willing to focus time on tasks that contribute to organizational goals; uses 
time effectively and efficiently; values time and respects the time of others; concentrates his/her efforts on 
the most important priorities; can appropriately balance priorities. 
 

Self-Development: Sets appropriate personal work objectives, measures own progress, identifies personal 
gaps in knowledge, understanding and skill; undertakes appropriate activities to develop needed skills; 
seeks regular feedback on performance; knows personal strengths and weaknesses, is sensitive to 
changing personal and organizational requirements and changes accordingly.  
 

Technical Expertise: Acquires and demonstrates the technical skills required to proficiently execute the 
essential functions of the job; understands which skills are lacking and seeks to develop those skills; 
continually works toward the mastery of technical proficiency. 
 

Decision Making and Problem Solving: Uses sound logic to approach difficult problems and apply 
effective solutions; can distinguish between symptoms, causes and implied solutions; decides in a timely 
manner based upon a blend of research, experience, organizational knowledge, and sound judgment. 
 

Organizational Knowledge: Knowledgeable about how congregational communication, decision making 
and leadership works; knows how to accomplish tasks through formal and informal decision making 
channels; anticipates organizational barriers and plans his/her approach accordingly. 
 
 
 
 
 
 
 
 
Disclaimer: This job description is intended to convey information essential to understanding the scope of the job and the general 
nature and level of work performed by job holders within this job. But, this job description is not intended to be an exhaustive list of 
qualifications, skills, efforts, duties, responsibilities or working conditions associated with the position 


