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Job Description

EXECUTIVE ASSISTANT /  FINANCIAL COORDINATOR
A.

Summary of position:

The position is a key staff person who manages the day to day main office duties as well as caring for the regular financial responsibilities of the church’s ministries and operations. The incumbent will provide administrative support for the Senior Pastor, as well as support services for the Music Director, Maintenance Director, and other staff and act as receptionist. As the first contact with the community, this person is the “face” of the ministry and is responsible for providing a welcoming, confidential, and Christian environment for all visitors of the church during office hours  
The Financial tasks includes managing all accounting and finance functions of the church, including general accounting; accounts payable; accounts receivable; payroll; and budget and financial reporting. 

Also included is the responsibility for maintaining and updating the membership database.
These responsibilities should be undertaken in a way that is consistent with our mission, values, and theology of the United Methodist Church.

B.

Supervisor:
Staff Parish Relations Committee

 Immediate Supervisor: Senior Pastor and Treasurer.
C.

Supervises:
Lay volunteers tasked with assisting in church administration duties.
D.

Hours:

9:00 a.m. to 5:00 p.m. with a 1 hour lunch break Monday through Friday.
E.

Executive Assistant/Responsibilities:
· Provide administrative secretarial support for the Senior Pastor.

· Screen and route all incoming calls.
· Answer correspondence, phone calls, etc.
· Routinely check email and respond in a timely manner.
· Greet visitors to the office, answer their questions, give needed assistance, or refer them to the proper staff person.
· Operation of a computer system in the daily task of organizing and implementing church business.
· Maintenance and organization of office area.

· Ordering and maintenance of office supplies.

· Organization and maintenance of the church calendar. (Google Calendar)
· Order custodial supplies as requested by the Maintenance Director/Trustees.
· Coordinate volunteer office assistance when needed.

· Sort, distribute, and disseminate all mail and correspondence.
· Coordinate scheduling for weddings and baptisms as directed by the Senior Pastor.
· Schedule use of building by community/outside groups and church members.
· Prepare certificates for membership, confirmation, baptism, etc.
· Routine filing of paperwork.

· Prepare visitor information packets as needed.
· Coordinate employee staff meetings, etc.
· Daily notify all Pastoral Staff of member hospitalizations, deaths, etc.
· Prepare, proof, print and distribute any items needed for worship bulletins, funerals, weddings, specials church events.
· Produce weekly worship bulletins including large print bulletins.
· Prepare and produce monthly newsletter for mailing, for print and electronic posting.
· Maintain the Flower Calendar and manage distribution of flowers after worship services.

· Coordinate Holiday flowers for Christmas and Easter including ordering and bulletin preparation.

· Maintain church mailing list and church membership database.
· Prepare Bulk Mailings as needed.
· Plan for flowers and other items used during special worship services; take and place orders for the same.

· Additional duties as required

Financial Responsibilities
1.
To oversee all accounting and finance functions of the church in a manner consistent with generally accepted accounting principles in the United States.

· To coordinate the planning and implementation of a comprehensive budget for the church. 

· To continually learn best practices for accounting and bookkeeping. 

· To be familiar with the overall goals/ policies of the congregation. 

· Maintain regular communication with the Church Treasurer keeping the Church Treasurer informed of all aspects of the business of the church, and to work in conjunction with the Treasurer to ensure proper accounting standards and practices are being utilized.

· To make timely payment of any and all bills and accounts payable.
· To timely collect any and all accounts receivable of the church. 

· To take part in and represent the business concerns of the church to the Finance Committee.

· To keep accurate payroll records and ensure the proper and timely payroll related payments.
· Provide a monthly expense report to each chairperson for his/her committee or team. 
· To ensure timely and proper compliance with any and all payments required by the United Methodist Church Book of Discipline and the Susquehanna Conference through regular payments to the Conference Treasurer..
· Report and maintain the Vital Signs weekly reporting via the Internet.
· Review, evaluate and implement accounting systems, policies, and procedures.
· Coordinate and oversee annual independent audit;

· Coordinate, prepare and file all local, state, county and federal tax returns, reports and documents.

· Assists with strategic planning and special projects as required and any other duties as assigned.

· To prepare and provide to members and friends, on both a quarterly and annual basis, statements concerning contributions to the church.

· Timely accept, record, deposit, and acknowledge memorials, and transfer memorials into the Restricted Trust Account, as appropriate.

· Assist with annual stewardship campaigns.

· Timely prepare and file all necessary conference statistical reports.

· Oversee the church parking lot including assigning spaces, collecting rents, etc.

· Oversee and coordinate the use of the church by outside groups, including collecting appropriate fees associated therewith.

· Manage the bulk mail mailings, permits, postage meter.

· Manage and maintain employee records including background checks, salary information, health insurance information, and pension information; track vacation time and sick time.

· Keep an inventory of office equipment; order the same, as necessary.

· Arrange for the purchase and maintenance of office equipment.

· Maintain and manage proper CCLI copyright licenses (Music and streaming licensing).
F.
Basic Skills, Knowledge  & Abilities Required (for satisfactory job performance):

The Incumbent must have proficient knowledge, skills and abilities in the following areas:(
· Possess and maintain the highest of Christian moral and ethical standards.
· Microsoft Office 
· Accounting Software (Sage).
· Knowledge of tax report preparation

· Church membership software (Shield).
· Interpersonal skills.
· A compassionate demeanor.
· Organizational skills. 

· Ability to work well with volunteers and committees.
· Have and show evidence of a deep and growing faith in Jesus Christ.

G.

Physical Demands: 

The Executive Assistant/Financial Coordinator must have the ability to perform all general office duties such as sitting at a computer, using a computer, using a telephone, etc.   Occasionally, the Church Secretary must also be able to lift office supplies.
The above statements are intended to describe the general nature and level of work being performed by the incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities and activities required of the position.
By signing below, I certify that I have read and understand the responsibilities assigned to this position, and that I am capable of performing those responsibilities in the routine performance of my duties as Church Secretary / Bookkeeper.

H.      Personal Background Information:
All church employees must produce FBI Criminal Background checks, Child Abuse Clearances and personal Credit Report.
___________________________________________


_____________________

Employee Signature
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