Holy Cross Catholic Church
Job Title: Bookkeeper
FSLA: Part-time/Non-exempt
Reports to: Pastoral Associate for Operations
Position Summary:
The parish Bookkeeper is responsible for maintaining the accuracy and integrity of Holy Cross’s financial records. The bookkeeper serves the pastor and other members of the parish staff to maintain and oversee the financial records of the parish and related programs. This includes recording deposits, entering bills, writing checks, processing payroll, reconciling accounts, generating financial reports, and other assigned duties accurately and in a timely manner.
The position is designated as an 20 hours/week at the parish office. Specific scheduling and the occasional ability to work from home is at the discretion of the pastor and Pastoral Associate for Operations.
Responsibilities:
· Record daily financial transactions, including income, expenses, sales, and payments.
· Manage accounts payable and receivable, which involves processing invoices, tracking payments, and following up on discrepancies.
· Reconcile bank and credit card statements with internal records to identify and resolve any possible discrepancies.
· Prepare financial reports, such as income statements and balance sheets, that will provide insight into the parish’s financial performance for the pastor and Finance Council.
· Assist in payroll processing, including calculating wages, taxes, and benefits, and ensure all payments are made on time.
· Assist the Pastoral Associate of Operations with preparing the annual budget.
· Monitor expenses and identify areas where costs can be reduced.
· Maintain accurate financial records and ensure compliance with all diocesan procedures.
· Lead the weekly offertory count and oversee the volunteers who assist.
· Assist the Finance Council with the internal controls audit assessment twice a year.
· Assist the external diocesan parish audit team with the parish audit approximately every 3 years.
· Communicate clearly with vendors, staff members, and parishioners by providing clear and concise information about financial matters.
· Attend appropriate and mandated diocesan trainings and meetings about financial matters.
· Attend the Finance Council meetings every three months.
· File, in a timely manner, all reports required by the diocese.
· Collaborate with the pastor and Pastoral Associate for Operations concerning parish business and related tasks, when requested.
Skills and Qualifications
· Bachelor’s degree in accounting /business management or an equivalent understanding of responsibilities.
· At least two years of experience in a bookkeeping or accounting support role is preferred.
· Proficiency in bookkeeping and accounting software, Microsoft Office Suite, Google Workspace, and payroll software.
· Strong attention to detail and accuracy for maintaining precise financial records.
· Excellent organizational and time management skills so as to manage multiple tasks and deadlines effectively.
· Strong communication and interpersonal skills to collaborate with other members of the parish staff and parishioners.
· Strong problem-solving and analytical skills to identify and resolve possible discrepancies and to analyze financial data.
· Excellent integrity and confidentiality when handling sensitive information.
· Be committed to spiritual and professional growth.
· Be willing to refrain from any public expression contrary to the faith and morals of the Catholic Church.
