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FINANCIAL SECRETARY 

Job Description  

 
Reports To:  Church Administrator 

PT/FT Status: Part-Time (no benefits) FLSA Status:  Non-Exempt 

Job Type:  Non-Ministerial  Pay Type:  Salaried 

Expected Hours*: 20-25/week   Direct Reports: N/A 

 

Purpose & Description: 
The Financial Secretary is responsible to the Church Administrator for helping ensure that the 

ministry vision of the church becomes a reality through maintaining the church financial records and 

systems.  This position will receive direction from both the Church Administrator and the Church 

Treasurer.  The Church Administrator sets the overall objectives of the work assignments, priorities, 

and deadlines. This position also has frequent contact with the Ministerial and Non-Ministerial staff, 

church leadership, as well as members. 

 

Responsibilities: 
1. Record and post collections from weekly contribution envelopes and other church functions. 

2. Prepare bank deposits. 

3. Process payroll for church staff, Mothers’ Day Out (MDO) and Preschool. 

4. Enter invoices, pay bills, and distribute payments due on behalf of the church, MDO and 

Preschool. 

5. Balance credit card statements monthly. 

6. Run monthly ministry reports for staff members to monitor their area budgets. 

7. Close down fiscal year and set up budget/payroll for upcoming year for all programs of the 

church 

8. Serve as backup for preparing financial reports for committees, staff members, and business 

meeting. 

9. Serve as backup to reconcile bank statements. 

10. Process and post donor contributions. Send appropriate acknowledgements for contributions, 

memorials, and monetary gifts. 

11. Carry out other duties as assigned. 

 
* Weekly Hours is intended as a general range of time spent performing the job function during a typical week.  There will be occasions and 

special events where additional time may be required. 

 

Expectations: 
1. Be able to work in a fast-paced environment and to juggle a lot of responsibilities at one time. 

2. Oversee the functions of the position while providing an organized and welcoming atmosphere 

for all who enter or contact the Church, using care and discretion, to meet the needs of staff, 

guests, volunteers, and members. 

3. Maintain confidentiality and personal/professional discretion related to the church and its 

members.  This is critical to the church and is expected to be maintained. 

4. Commit fully to the areas of responsibility and personal development. 

5. Have a proficiency in Quick Books and develop a proficiency in Servant Keeper. 

6. Create and commit to a regular work-week dependent on the needs of the church. (Exceptions to 

the approved work-week must be approved by the Church Administrator.) 

7. Attend and participate in Administrative Staff meetings as required. 
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8. Demonstrate Christ-centered behavior at-all-times (i.e. treating people with respect, compassion, 

and integrity) 

9. Adhere to established WRBC policies, procedures, and mission. 

 

Qualifications: 
1. Lifestyle that reflects a commitment to and a passion for Jesus Christ. 

2. High School graduate or GED equivalent. 

3. Experience that includes working in bookkeeping, accounting, and/or finance. 

4. Proficient knowledge and experience using QuickBooks. 

5. Knowledge of Servant Keeper church management system is a tremendous plus.   

6. Demonstrated ability to work collaboratively, as well as self-directed for independent 

assignments. 

7. Conscientious work ethic with the ability to work well with timelines and short deadlines. 

8. Strong attention to detail and accuracy. 

9. Proficiency in a Windows-based PC environment, including Office365 applications (Outlook, 

Word, Excel, PowerPoint). 

10. Proof of eligibility of employment within the United States and consent for criminal and financial 

background check. 


