
Position Title:  Financial Coordinator 
 
Supervisor: Parish Administrator 
Coordinates assignment with: Treasurer and Pastor 
 
Summary Job Description: 
Maintains the church financial records, keeping accurate accounting of receivable and payable records, and 
is responsible for preparation of checks for payroll, taxes, insurance, and all other payments required by 
the church.  Prepares financial reports as required and works with the Budget Committee in preparation of 
the annual budget.  Must have knowledge of not-for-profit accounting standards and religious payroll and 
exempt status law. 
 
Major Responsibilities: 
Staffing 

Computes and processes payroll. 
Maintains fiduciary responsibilities as related to employee retirement funds and  

  healthcare funds. 
Financial Operations 
 Maintains church financial records and accounts. 
 Reconciles and balances church bank accounts, which includes digital banking. 

Completes all required church and governmental financial forms and reports. 
Coordinates and trains volunteer money counters, schedules, and activities. 
Coordinates the periodic inventory of the church. 
Coordinates necessary measures to maintain the security and integrity of financial data. 
With the Treasurer, ensures the segregation of duties among employees and volunteers to reduce  

various risks. 
Financial Reporting 
 Responds to all financial correspondence. 
 Prepares annual and monthly financial reports. 

Prepares other financial information as needed. 
Budget 
 Works with budget committee and the budget process. 
Other Ministry Specific 

Coordinates the Scholarship fund activities. 
Writes donation acceptance letters to donors. 
Coordinates the acceptance of memorial fund gifts, designation and acknowledgements  

  according to the Constitution. 
 
Qualifications: 
Proficiency in bookkeeping, accounting, online banking, Microsoft Office and accounting software. 
Previous experience of Financial Management. 
Knowledge of church and governmental not for profit requirements for accounting and reporting. 
Ability to work as part of a ministry team. 
 
Application Process: 
Submit written application; consisting of cover letter, resume and names and contact information for 
       at least three references to lreed@clc-lakewood.org 
Personal interview(s). 
Employment will be subject to background check. 
Salary range: depending on experience. Part Time, 16-24 hours per week (2-3 days). 
 


