

POSITION DESCRIPTION/PART TIME
FINANCIAL SECRETARY

BOWER HILL COMMUNITY CHURCH, PRESBYTERIAN (U.S.A.)
70 MOFFET STREET
PITTSBURGH (MOUNT LEBANON), PA 15243
CONTACT/Office@bowerhillchurch.org

Purpose: In conjunction with the Treasurer, handles all financial matters including collection of receivables, payment of obligations, financial record-keeping and reporting required of the Church.

Responsibilities:

1. Accurately maintains the financial books and records of the Church, with the assistance of the Office Administrator.  Responsible for the management of all depository accounts.

2. Maintains accurate records of all Funds of the Church and produces financial reports on a monthly basis for Session and the Finance and Stewardship Committee.

3. Responds to inquiries from all sources on matters of a financial nature.

4. Maintains accurate and timely records of all contributions received, and produces and mails contribution statements to the congregation annually and more frequently, as directed by Session.

5. Pays bills and expense reimbursements, with the assistance of the Office Administrator.  Maintains a system to secure authorization for payment from the appropriate person so that payments can be issued as promptly as possible.

6. Manages payroll for all employees through an outside payroll company.  Responsible for the timely and accurate filing of federal, state and local tax returns and the payment thereof.

7. Works closely with the Finance and Stewardship Committee in supporting the conduct of giving campaigns, including any special campaigns.  Supplies logistical support and reports as needed.

8. Familiar with membership records in database.

9. Accurately gathers and reports church financial and membership data to Presbytery for their annual report in February.

10. Prepares the annual church budget in consultation with Session committee chairs.

11. Attends meetings of the Finance and Stewardship Committee.

Relationships: Functionally accountable to the senior pastor as Head of Staff, and organizationally to the Session through the Finance and Stewardship Committee and the Administration and Personnel Committee.

Specific Qualifications:

All staff members are responsible for faithfully reflecting the Good News of Jesus Christ, for effective and authentic communication within the congregation, for being responsive to the congregation, and for serving in their particular work as a resource in the mission and program of the congregation. 

1. Should have experience (two to three years is recommended) in a similar position with another church, small business or non-profit.  Experience with the financial software in use by the Church is a plus, but knowledge of a similar program and the ability to adapt to the Church's software is required.

2. Pleasant personality in dealing with members and the ability to maintain financial and contribution information on an acceptably confidential basis.

Terms of Employment:

This is a part time position – 9 hours per week
	Normal office hours to be determined by the senior pastor, possibly including staff meeting attendance.
Benefits: Sick and vacation leave available.

Personnel Policies:

All paid staff are guided by the personnel policies of the congregation as approved and implemented by the Session through the Administration and Personnel Committee.

Evaluation:

Performance reviews are conducted at the end of a three-month probation period and annually thereafter by the Head of Staff, the Administration and Personnel Committee and the Finance and Stewardship Committee of Session. Compensation reviews are conducted by the Administration and Personnel Committee in September of each year with recommendations forwarded to the Session.
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