


POSITION DESCRIPTION

Title: Financial Administrator (FA)                                                      	    FLSA Status:  Hourly
Reports to: 	Administration & Finance Director (AFD)                           HOURS: 19hrs/week, year-round 
Date: 7/2025

Position Purpose

Responsible for the financial management for all of the funds of the church, including operating, special funds, endowment and capital campaign.  Responsible for pledge record management and rental coordination.

Essential Job Functions

The following essential job functions are fluid and may change at the behest of the Minister or to support the continuing operations of the church business.

Financial Responsibilities: Track billing and process monthly bill payments. Process weekly check requests and communicate with Treasurer and Endowment Financial Secretary for endorsement. Record bank deposits, online payments and transfers in QuickBooks Online on a weekly basis. Balance and reconcile all accounts, including investment income, on a monthly basis.  Enter new budget figures annually and adjust as directed by the AFD. Notify AFD if any distribution or reimbursement request is beyond the budget.

Pledge Record Management: Oversee management of membership list and ensure confidentiality of pledge records database. Records annual pledges for FPBUU members and pledging friends in our member database. Send out quarterly pledge statements or as directed by the AFD. Produce pledge reports for Stewardship and Finance Committee as needed.  Conduct end-of-year statements for pledge fulfillment and contact late pledges as needed to ensure timely pledge payments.

Human Resource Support: Process payroll using QuickBooks Online Payroll system for both salary
and hourly employees. Process timely retirement payments with Empower for employee and employer
contributions. Ensure prompt payments for payroll taxes are made. Input new employee and
independent contractor paperwork to QuickBooks Online.

Tax Responsibilities: Produce annual tax reports such as W-2s, 1099s, others as needed. File reports as required. 

Systems Support: Track and reconcile food coupons. Keep records for annual audits for workers’ compensation. Timely reporting of the split plate donations.  Order office supplies and other types of online purchases as directed by AFD.  Manage subscription based software products.

Rental Management: Coordinate church property rentals with the AFD  and COVE.  Manage rental contracts and payments.

Proficient with: QuickBooks Online, Breeze membership management systems, Google: Docs, Sheets. Microsoft: Excel, Word, Publisher. 




