Lindsay Lane Baptist Church

Job Description

Financial Administrative Assistant
Principle Function:
Work under the direct supervision of the Administrative Pastor to maintain church financial records; to include accounts payable, payroll, contributions, bank deposits, and periodic financial reports.  
Qualifications:

A professing Christian who adheres to the doctrine and theological teachings of Lindsay Lane Baptist Church.

A college degree and/or extensive knowledge and experience of bookkeeping and business accounting practice required.

A minimum of three years of related office work experience (within the past five years) is required; church business office work experience preferred.   Must possess proficient typing and computer skills (Windows XP, Microsoft Office).  Familiarity with ACS, Shelby, and/or other church administration software is desirable.

Must present neat, professional, and well-groomed personal appearance and must possess and demonstrate good organization, communication, and people skills, coupled with cheerful, friendly, outgoing personality; able to work well with others.

Must refrain from the consumption of alcohol and/or tobacco products.

Work Schedule (Full-Time):
Monday through Friday 8:00 a.m. – 5:00 p.m.

Job Duties:

1. Maintain a high level of spiritual influence and testimony while fully adhering to generally accepted best practices of accounting.
2. Receive contributions from counting ministry team; verify counts, post receipts, and make deposits according to church policy.

3. Prepare monthly bank reconciliation.

4. Prepare quarterly financial reports and distribute to the church as appropriate.

5. Prepare and submit monthly, quarterly, and annual government reports as required.

6. Check and total purchase requests and/or invoices as approved; inform ministry leaders of their budget expenditures.

7. Receive and answer queries concerning financial matters as approved.

8. Prepare and issue checks in accordance with church policy.

9. Check and compute weekly time sheets of hourly paid workers; prepare and issue payroll bi-monthly.

10. Establish and maintain organized filing system of financial records.

11. Exercise complete and appropriate confidentially regarding individual contribution records and payroll.

12. Issue/Reclaim keys to buildings, vehicles, and other equipment; maintaining appropriate record of key assignments.

13. Perform limited tasks as back-up to other ministry assistants during breaks, vacations, illness, or other absences as assigned.
14. Keep work areas neatly maintained to include monitoring and/or inspecting rooms following ministry related use, ensuring that church facilities are appropriately cleaned and maintained.

15. Attend professional development conferences and workshops as needed or assigned.

16. Perform other tasks as assigned.
Salary & Benefits:
Negotiable; commensurate with job knowledge and experience.  Benefits are granted as outlined in the church’s Personnel Manual.
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