
NAME OF PARISH
JOB DESCRIPTION

Position:			Bookkeeper I, Parish (No HR)
Reports to:		Pastor 
FLSA Status:		Non-Exempt
Date prepared:	June 27, 2013
 (
(Employee)
) (
(Supervisor)
)Signatures:		_________________________   /   ____________________________

PURPOSE
The [PARISH NAME] Bookkeeper I is responsible for supporting [PARISH NAME]  activities for the Archdiocese of Miami and its entities by providing day-to-day basic bookkeeping and accounting clerical services to the Pastor and parish. Primary duties are performing duties related to bookkeeping and payroll services, entering weekly contributions, accounts payable, bank reconciliations, preparing reports, and other tasks. The [PARISH NAME] Bookkeeper performs all duties and responsibilities in alignment with the mission, vision and values of the Catholic Archdiocese of Miami.   

ESSENTIAL FUNCTIONS include the following. Other duties may be assigned.
1. Balance accounts. Resolve accounting issues related to Bank Reconciliations and submit reconciliation to Pastor and/or financial council.
2. Process payroll for parish staff on bi-weekly basis.
3. Prepare payroll tax forms and returns monthly, quarterly, and yearly. Use Logos to prepare year-end W-2s, 1099s, etc. File quarterly UCT-6 with the Florida Department of Revenue. 
4. Process simple Journal Entries in Logos.
5. Accounts Payable: Enter invoices submitting for payables, cut checks, obtain Pastor’s signature and mail. 
6. Facilitate Archdiocese of Miami auditing process, including preparation of necessary records and reports.
7. Work with yearly donor ABCD at parish and Archdiocese level.
8. Assist with personnel recordkeeping and processing of new hires into payroll, Health Plan and other Benefits.
9. Work with Archdiocesan Office of Finance to ensure that appropriate documentation is maintained in payroll and accounting files. Secure and maintain financial records according to federal, state, and any other applicable regulations.
10. Serve as a liaison between parish and the Finance Office. Answer basic questions and explain parish policies and procedures, and document concerns as needed to refer to the pastor.
11. Develop and maintain contact list for parish, both on parishioners and outside vendors and third-party service providers.
12. Build and maintain good relationships with vendors and third-party service providers and act as liaison between them and the parish. 
13. Create and maintain inventories of parish materials, supplies, and services. Order new items as needed, proactively anticipating needs while exercising cost-consciousness.
14. Create, update and maintain electronic and hard-copy filing system for PARISH NAME] documentation.
15. Build and maintain good working relationships with other Archdiocesan entities. Seek opportunities to learn best practices on parish office management, and other opportunities for collaboration.
16. Learn basic terminology of Catholic Church and ministries of Archdiocese of Miami in order to effectively relay messages and policies.
17. Work with pastor and Archdiocese of Miami Development Corporation liaisons to coordinate ABCD campaign communications and collections.
18. Assist with PARISH NAME] tasks as assigned with confidentiality and discretion, demonstrating excellent internal and external customer service.
19. Other duties as assigned.

SUPERVISORY RESPONSIBILITIES:  None.

QUALIFICATIONS:
To perform this job successfully, and individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and Experience.
· Minimum:  High school diploma and 2 years’ bookkeeping experience. Non-profit helpful.
· Preferred:  Associates degree in Accounting, Business Administration or related field, with 1 year of bookkeeping experience.
· Experience in a Roman Catholic environment a plus.

Language Skills.
1. Good oral and written English-language communication skills, including clear speaking voice.
2. Good Spanish-language spoken communication skills strongly preferred.

Other Knowledge, Skills, Attitudes.
1. Basic accounting practices.
2. Modern office procedures and practices, including record keeping and data security methods and techniques.
3. Knowledge of principles and practices on non-for profit accounting a plus.
4. Knowledge of accounts payable and general ledger
5. Ability to maintain a high level of accuracy in preparing and entering financial information
6. Ability to maintain confidentiality concerning financial and contributors files.
7. Proficiency in MS Outlook, Word, and Excel, are required.
8. Good computer literacy, including ability to navigate online applications and search engines effectively.
9. Good spelling and grammar required.
10. Excellent customer service skills, including ability to maintain focus on and professionalism with people in challenging situations, both in person and by phone. 
11. Good time management, including ability to manage several projects at the same time.
12. Must be able to multi-task and retain accuracy in an environment of competing deadlines.
13. Must be supportive of the mission and tenets of the Roman Catholic Church.
14. Must have a professional demeanor.


COMPETENCIES
Customer Focus (Internal and External):  Effectively meeting customer needs and taking responsibility for customer satisfaction. 
Attention to Detail / Quality Orientation:  Accomplishing tasks by considering all areas involved, including minute details; showing concern accuracy and good quality output; accurately checking processes and tasks. Monitoring activities.
Collaboration:  Working effectively and cooperatively with others, asking clarifying questions for the purpose of achieving common objectives. Building and maintaining good working relationships with employees.
Dependability:  Being reliable, responsible, and dependable, and fulfilling obligations with a willing attitude.
Managing Work:  Effectively managing time and resources to ensure that work is completed to meet expectations.
Inductive Reasoning / Problem Sensitivity:  Sensitive to observation and identification of issues presenting out-of-the-norm and that may be indicative of problems needing to be addressed.
Work Standards:  Set expectation of high performance standards and hold oneself accountable for accurate and timely completion of tasks and projects.   

PHYSICAL DEMANDS AND WORK ENVIRONMENT
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· Must be able to sit for extended periods at a computer workstation
· Must be able to perform data entry for extended time periods.
· Must be able to push and occasionally lift objects weighing 25 pounds

DISCLAIMER The above is intended to describe the general context of and requirements for the performance of this job. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.
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