Webster Presbyterian Church
JOB DESCRIPTION

JOB TITLE:  Bookkeeper	WAGE/HOUR STATUS: Contract 

REPORTS TO:	Senior Pastor/Head of Staff	PAY RATE:  As set by Contract

DATE REVISED:	12/07/2014	

WORK HOURS: As per contract, services rendered weekly will satisfy the requirements of the position, and the weekly schedule will be set in consultation with the Treasurer and Head of Staff



Position reports to the Personnel Committee through the Treasurer and Head of Staff, who assigns and evaluates performance of duties. The Treasurer will provide direction, review financial reports, and will provide technical guidelines for fiscal procedures.

The position uses the Automated Church System (ACS) computer program to process and record routine financial transactions, such as payment of invoices, reimbursements, account deposits, tuition and fees, and staff payroll.  The position maintains records, balances assigned accounts, and reconciles bank statements. The position also compiles scheduled summary reports (using ACS program) of all transactions. Work performed will be conducted both off the premises of the church campus as well as a specific number of tasks per week (per Treasurer or Head of Staff) that must be conducted on the premises.

Primary duties, responsibilities, and work prodcuts include, but are not limited to:

1. Contributions
a. Record Sunday deposit in the general ledger.
b. Respond to contributor inquires about pledge and contributions, with a courtesy copy to the Treasurer.
c. Deposit all monies into bank accounts, not done by counters or assistant Treasurer. Interact with banks.
d. Verify stock contributions, post to individual accounts and prepare letters of appreciation. Deposit money into checking accounts after stocks are sold.

2. Payables 
a. Verify, code, record and organize by due date all invoices. 
b. Issue checks for invoices.
c. Create and maintain fiscal year vendor and accounting files.
d. Verify and maintain records for other accounts as directed, such as health, dental, insurance plans, brokerage activities, etc. Post journal entries.
e. Maintain awareness of changing Board of Pension rules and regulations.
f. Maintain awareness of federal and state tax laws affecting non-profit organizations.

3. Payroll
a. Serve as contact for payroll service.
b. Verify accuracy and timeliness of payroll service.
c. Enter and verify timesheets before sending to payroll service.
d. Initiate and enter journal entries to record payroll in the general ledger.
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4. ACS Financial Monthly and Year-End Reports
a. Complete recording of all monthly transactions including church credit card statements. Reconcile all bank accounts for treasurer to compile and create monthly financial statement for stewardship committee and session.
b. Complete all transactions needed to close out year.
c. Assist the Treasurer as requested to compile and create quarterly summary report of contributions for contributors during that time period.
d. Assist the Treasurer in compiling and creating reports/analyses for teams, committees, and staff as requested.

5. Expected Interactions
a. Respond to requests of staff, elders, and church members related to questions about financial matters, with a courtesy copy of the Treasurer.
b. Respond to church members and other givers about their pledges, contributions, and reimbursements.
c. Maintain confidentiality regarding individual and church financial matters.
d. Assist the Treasurer in administering and updating the insurance policy, and keeping all insurance correspondence in the insurance file.

6. Other Associated Responsibilities
a. Maintain the accounting files.
b. Handle all financial mail, including paying bills and distributing pay checks (mail includes addressing envelopes, stuffing, applying postage, and sealing mail associated with the bookkeeper position.

Skills and Experience Required

1. Computer experience, preferably with ACS software, MS Excel, MS Word, and PowerPoint.
2. Flexible availability according to fiscal activity requirements.
3. Ability to complete assignments independently using guidelines for routine financial transactions.
4. Flexibility in communicating and cooperating with a wide variety of staff, church teams, members, and outside contacts such as vendors, insurance agents, and bankers. 
5. Attention to detail, accuracy of transactions and records.
6. Ability to observe and make suggestions for more efficient financial procedures.
7. Ability to maintain confidentiality on financial information of members, visitors, and staff.

Equipment

1. [bookmark: _GoBack]When the Bookkeeper is off the premises of the church, they will be responsible for providing their own computer-related equipment.
