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JOB TITLE:   Staff Accountant 
 
REPORTS TO:  Controller 
 
PURPOSE: 
 
The purpose of this position is to provide hands on execution of financial transactions in the 
accounting systems for timely financial reporting.  This includes, but is not limited to, financial 
statements, tracking cash controls, entering the payroll, recording purchasing transactions, and 
reconciling accounts payable.  Collection, counting and processing of weekly giving/income with 
appropriate internal controls is essential.   
 
RESPONSIBILITIES: 

 
General Ledger 
 

1. Maintain accurate accounting of journal entries including all functions such as 
contributions, fixed assets, accounts payable, accounts receivable, and payroll. 

2. Conduct the monthly and annual close procedures within proper accounting standards 
and according to the church’s accounting system software capabilities. 

3. Assist in the creation of the monthly financial reports.   
4. Assist in the development, implementation, and maintenance of chart of accounts to 

support accurate fund accounting (non-profit) recording of church activity. 
5. Assist in the distribution of contribution statements according to prescribed schedule. 
6. Perform bank reconciliation for accurate balance sheet reporting and coordinate with 

oversight review of proper internal controls.   
 

Accounts Payable 
 

1. Ensure the timely payment of all accounts payable and the compliance of appropriate 
approvals. 

2. Oversee the organization of online vendor information and filing including invoices and 
vendor profiles. 

3. Establish and maintain ongoing electronic payments for global ministries support and 
other approved transactions. 

 
Contributions / Deposits 
 

1. Coordinate weekly counting, recording and deposit activity from various campuses 
offering according to the policies, established guidelines and internal controls.   

2. Properly record and deposit income collected for ministry activities. 
3. Maintain the donor records system for executing and recording contributions activity. 

 
 
 

 



Payroll 
 

1. Perform the bi-weekly payroll entry and reconciliation with outsourced service. 
2. Maintain accurate W-4 and W-2 records for required for the IRS and payroll processing 

in coordination with Human Resources. 
3. Maintain accurate records and reports for monthly reconciliation of payroll withdrawals 

such as retirement benefit, flexible accounts, insurance, misc. deductions and taxes.  
 
 
Fixed Assets 
 

1. Classify and record fixed assets and depreciation expense in accordance with generally 
accepted accounting principles (GAAP). 

 
General  

 
1. Provide input into the monthly budget and reserve account activity reports to support 

administration, ministry leaders, and committees. 
2. Maintain, record, and reconcile cash box activity in support of ministry needs.  
3. Preparation of required federal and state report filings. 

QUALIFICATIONS: 
 
Education/Training 

 Bachelor’s degree in accounting required 
 Three years minimum experience in an accounting position required 
 Fund accounting or non-profit accounting experience desired 

 
 

Skills and Abilities 
 Strong organizational skills 
 Ability to develop professional rapport with staff, attendees and volunteers  
 Problem solving skill to resolve discrepancies with reconciliations and reports  
 Ability to work independently  
 Be self-motivated  
 Team player    

 
To apply for this position call Beth Acosta, Director of Human Resources, 224-764-4082, or send 
your cover letter and resume to hr@theorchardefc.org  
 

 
 


