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Business Manager Job Description 

 

Job Identification 

Position Title:  Business Manager 

Status:   Full-time, exempt, 12 months 

Reports to:  Pastor 

Supervisory Role Office Staff (employee and volunteer) 

 

Job Summary 

The Business Manager at Our Lady of the Holy Rosary Parish, under the ultimate direction of 

the pastor (assisted by the trustees and corporate board), works harmoniously with the clergy, 

staff, volunteers, and parishioners of the parish.  Employee should behave outside work in such a 

way that they do not disrespect the integrity of their work in order to maintain professionalism.  

Represent and follow Catholic moral social teachings and rules.  The specific work of the 

Business Manager is summarized by the following list of principal responsibilities and tasks. 

 

Overview 

The Business Manager at Our Lady of the Holy Rosary is to manage parish administrative 

system:  financial analysis, accounting, records maintenance, and human resource management. 

 

Responsibilities and Major Tasks 

1. Engages parish members with the vision of stewardship, especially through the annual 

Holy Rosary Stewardship Commitment effort. 

 

2. Hires, trains, supervises and evaluates office staff. 

 

3. Safeguards parish and sacramental records.  

 

4. Manages modern office technology. 
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5. Reviews local, state, federal, and ecclesiastical regulations and guidelines regarding 

financial and personnel matters to comply with all necessary and just obligations along 

with the reporting requirements from the Archdiocese of Milwaukee. 

 

6. Communicates and builds relationships with members of Holy Rosary Church. 

 

7. Works as the parish accountant including but not limited to assuring a timely payout of 

all invoices and recording parish revenues. 

 

8. Acts as a resource for Finance Council and Building and Grounds Committee of Holy 

Rosary Parish. 

 

9.  Assists in the development of a budget, monitors and oversees the Parish budget.   

 

10.  Manages any legal or good-will contracts, including leased property. 

 

 

Qualifications 

1. A strong support of the mission of the Catholic Church who recognizes the importance of 

mission, service and community of Holy Rosary Parish. 

 

2. Proven management and leadership skills.  

 

3. Excellent organizational skills. 

 

4. Ability to work independently and also be part of a team. 

 

5. College graduate preferred, with an emphasis in Business, Accounting or Finance, or 

equivalent in work experience and education. 

 

6. Extensive experience in Microsoft Office, QuickBooks, payroll and other management 

software. 

 

 


