
                                                                       
 

Position Title:  Finance Assistant – Westside Community Center (WCC) and Center for Strategic Ministry (CSM) 
Hours/week:   approx. 12 (Part-time) 
Reports To:  Pastor of Finance 
Grade:  non-exempt 

PRIMARY RESPONSIBILITIES: 
1. Maintains all AP and AR records 
2. Ensures accounts payable are paid in a timely manner and accurately records transactions; contacts and works 

with vendors re bills/invoices as needed 
3. Completes close-outs of AP and AR records according to generally accepted accounting procedures 
4. Performs detailed research/analysis of accounts as needed 
5. Tracks manual checks, as needed 
6. Maintains, reconciles and updates cash-flow and capital transaction accounts regularly 
7. Ensures accounts receivable are collected promptly 
8. Maintains various files and catalogues corresponding data 
9. Prepares miscellaneous reports and budget as requested 
10. Prepares for and assists with annual audit and preparation of 990-T 
11. Other duties as assigned  

 
SKILL/ABILITY/KNOWLEDGE REQUIREMENTS 

1. An ongoing relationship with Jesus Christ demonstrated by regular prayer, Bible study, and worship attendance. 
2. A member of Woodmen who supports the church vision and values, as well as contributes time and tithes and 

adheres to Woodmen’s Statement of Faith and all policy and belief documents  
3. Holds a bachelor’s degree; preferably in accounting or a related field 
4. At least one year of accounting experience, preferably in a church or non-profit organization 
5. Knowledge of QuickBooks preferable; willingness to learn required 
6. Ability to work with a diverse group of professionals in a Christian environment, understand their needs, and 

enable/support them with financial accounting tools and technology 
7. Ability to assist with sensitive financial situations in a friendly yet confidential manner 
8. A healthy personal financial life with no excessive personal debt 
9. Ability to do some light lifting, sit for long periods, walk, climb stairs 
10. Reliable transportation 
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