Bookkeeper Job Description

Qualifications

1.  Love for the Lord and a willingness to support the ministries of Our Church.

2.  Experience using basic accounting software.

3.  Ability to work with other members of the ministry team and volunteers whom are involved in various areas of Our Church ministries.

4.  Ability to organize work and work independently.

Purpose

The bookkeeper will assist the church in accounts payable, financial recordkeeping, giving database entry and balancing, and financial reporting.  This position reports to the Administrator and works with the church treasurer (5 hours/week).

Duties and Responsibilities

1.  Process accounts payable including bills due, reimbursements, special requests, Faith Promise, Christian Education, Ministers Pension, Ministry Shares, Mortgage, Recommended Causes, Benevolence, and payroll (from our service).

2. Provide accurate income and expense reporting.

3. Process and balance individual giving through database and ACH.

4. Prepare monthly closing and financial reporting.

5. Responsible for financial filing and record retention.

6. Prepare investment accounts and bank accounts reconciliation.

7. Prepare necessary reports and annual reports.

6.  Prepare monthly reports of expenditures for each ministry coordinator.

7.  Other duties as assigned by the Treasurer or Administrator.

