
 

 

BOOKKEEPER 

St. Benedict’s Church 

GENERAL RESPONSIBILITIES (include but not limited to):  

1. Maintain all accounting functions for the church. 

2. Coordinate development of annual fiscal-year parish budget. 

3. Responsible for Accounts Payable and Accounts Receivable. 

4. Maintain general ledger, prepare and post journal entries for month end and year end reporting. 

5. Maintain the chart of accounts. 

6. Coordinate weekly money counting and deposits. 

7. Input and track parishioner financial donations from both envelopes and electronic giving. 

8. Prepare and distribute annual “giving” statements. 

9. Coordinate UCA mailings and monitor/track pledges. 

10. Coordinate and monitor parish bank and credit card accounts. 

11. Coordinate reporting of year-end tax documents. 

12. Process payroll and maintain personnel files. 

13. Provide support services to Finance Council.  

14. Insure that parish financial controls are followed.  

15. Work with software technical support as required for payroll and accounting systems.  

16. Liaison to Diocese as needed. 

17. Perform other duties as assigned by Pastor. 

SPECIFIC RESPONSIBILITIES (includes but not limited to): Enter accounts payable, process check runs, obtain proper 

signatures and prepare payables for mailing.  

1. Process required documents for purchases and follow parish/diocesan guidelines in obtaining authorizations 

from Pastor. 

2. Post all bank deposits.  

3. Post all contributions into CDM+ Contributions and print reports as needed.  

4. Manage all aspects of payroll, which includes entering new hires and updating employee changes as requested. 

Process bi-monthly payroll through ADP, distribute/mail vouchers, and prepare journal entries. Create time 

sheets in Excel and distribute to parish staff.  

5. Prepare 1099’s and any other required regulatory reports for independent contractors and raffle winners at year 

end. Submit 1096. 

6. Properly allocate income and expenses for all departments. 

7. Reconcile all bank accounts monthly.  

8. Reconcile trial balances by fund and prepare journal entries.  

9. Prepare monthly reports for the Finance Council which show the activity based upon monthly budget and year 

to date. 

10. Attend monthly Finance Council meetings and serve as secretary for the Council. 

11. Monitor actual results against the budget and raise concerns about variances as appropriate. 

12. Maintain the spreadsheet tracking of income and expenses of parish events, upon request.  

13. Maintain all required financial records/files. 

The responsibilities listed above are representative of the position and are not intended to be all inclusive. 

 



 

 

 

PERFORMANCE EXPECTATIONS 

1. Work cooperatively with other staff, volunteers and parishioners. 

2. Listen well and communicate clearly.  

3. Accept direction and feedback on job performance from Pastor.  

4. Perform assigned tasks accurately and in a timely manner. 

5. Manage multiple tasks and use good judgment to set priorities. Plan work to accomplish required tasks.  

6. Recognize potentially unsafe situations and respond appropriately and quickly. 

7. Remain positive and courteous, even in stressful situations.  

8. Speak and act in a manner appropriate for a Catholic parish.  

9. Use appropriate means of communication for the workplace effectively: email, voicemail, etc. 

10. Learn new accounting requirements and software system changes as needed.  

11. Attend annual Diocesan Bookkeeper Conferences, as well as Payroll Conferences once every (2 or 3?) years. 

12. Other conferences or online training as recommended by the Diocese. 

PHYSICAL REQUIREMENTS  

1. Bend, squat, reach overhead, turn, twist.  

2. Lift and maneuver objects up to 30 pounds using proper lifting techniques.  

3. Be able to use a computer keyboard and calculator.  

QUALIFICATIONS  

1. High school diploma or equivalent required, Associates degree or higher in Finance or Accounting preferred.  
2. Minimum of two years’ experience working in an accounting field required.  
3. Computer experience, proficient in Microsoft Word and Excel.  
4. General understanding of how a database works. Training in CDM+ provided. 
5. Must possess strong written and verbal communication skills.  
6. Must be able to pass a background check.  
7. Satisfactory completion of Safe Environment training. 
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