
[NAME OF PARISH]
PARISH BUSINESS MANAGER / MINISTRY ASSISTANT

Position:			Parish Business Manager / Ministry Assistant
Reports to:		Pastor 
FLSA Status:		Exempt, full time
Date prepared:	February 22, 2013
 (
(Employee)
) (
(Supervisor)
)Signatures:		_________________________   /   ____________________________

PURPOSE
The Parish Business Manager / Ministry Assistant is responsible for supporting [Name of Parish] by overseeing an providing day-to-day fiscal/financial and operational services to the Pastor and parish, and assisting in the planning and logistics coordination of the ministerial activities of the parish. The Parish Business Manager / Ministry Assistant 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. Oversee proper entering of weekly contributions into PDS. 
2. Prepares the year-end Federal tax documentation to parishioners upon request.
3. Facilitate Archdiocese of Miami auditing process, including preparation of necessary records and reports.
4. Work with pastor and financial council to prepare yearly budget.
5. Develop and maintain internal control policies and procedures in accordance with GAAP. This includes writing policies and subsequent roll out of proper procedures to all those involved.
6. Analyze internal processes and recommend and implement procedural or policy changes to improve parish office operations, such as supply changes or the disposal of records.
7. Process payroll for parish staff on semi-monthly basis. This includes but is not limited to ensuring all appropriate payroll documentation completed by each employee and proper deductions of all Federal taxes, health care payments, etc properly withheld from employee’s paycheck.
8. Prepare payroll tax forms and returns monthly, quarterly, and yearly. Prepare year-end W-2s, 1099s, etc. File quarterly UCT-6 with the Florida Department of Revenue. 
9. Leads a team of receptionists, housekeeping and maintenance personnel. Responsible for the work assignments and performance management and development of staff, setting expectations and working to keep staff motivated and engaged.
10. Keep pastor apprised of personnel issues and make recommendations on training, discipline, hiring and firing of staff.
11. Assist pastor with all recruitment and selection procedures, including developing the job description and maintaining the required records.
12.  Process new hires into payroll, Health Plan and other Benefits.
13. Create and maintain personnel records for each employee. Perform all personnel administration duties in coordination with the Archdiocesan Office of Human Resources to ensure that appropriate documentation is maintained in payroll, accounting and personnel files. Secure and maintain personnel and financial records according to federal, state, and any other applicable regulations.
14.  Assist with maintenance projects to improve efficiency and to ensure that facilities meet environmental, health, and security standards, and comply with government regulations. Act as parish liaison/coordinator with Archdiocese of Miami Office of Building and Properties for construction and renovation projects if needed.
15. Plan, administer and control budgets for contracts, equipment and supplies.
16. Liaise with all necessary entities (both internal and external to the ADOM) to understand and comply with state and local building rules and regulations, fees and/or taxes due, etc. This is to ensure timely compliance with all state and local governmental entities. 
17. Create and maintain inventories of parish materials, supplies, and services. Establish RFP process whereby best pricing and quality can be ensured for services required.
18. Seek and initiate cost savings opportunities throughout the operation.
19. Establish and maintain a system of fixed assets for the entity.
20. Work in unison with the Fundraising Committee, ensuring all policies, procedures and required documents/permits required by city, state and The Archdiocese of Miami are completed and filed appropriately and in a timely manner.
21. Negotiate contracts with vendors and third-party service providers, obtaining best value for service provided
22. Create, update and maintain electronic and hard-copy filing system for [Name of Parish] documentation.
23. 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.
24. Learn basic terminology of Catholic Church and ministries of Archdiocese of Miami in order to effectively relay messages and policies.
25. Work with pastor and Archdiocese of Miami Development Corporation liaisons to coordinate ABCD campaign communications and collections.
26. Work with administration of charter school on the property to ensure compliance with payments and other requirements.
27. Assist with [Name of Parish] tasks as assigned with confidentiality and discretion, demonstrating excellent internal and external customer service.
28. Provide financial guidance and help to the Director of Religious Education.
29. Set up accounting infrastructure such as Cash accounts, Payroll, Vendors, Bank Reconciliation.
30. Balance accounts. Resolve accounting issues related to Journal Entries, Bank Reconciliations, Income Statements, Balance Sheets, and submit reconciliation to Pastor. 
31. Process Journal Entries in Logos.
32. Support to the Pastor for the Parish Finance and Pastoral Council.
33. Maintains the data for Online giving 
34. Maintain and order office supplies
35. Coordinate volunteers for miscellaneous events (missals, counters, etc)
36. Attends meetings as required by the Pastor
37. Accounts Payable: 
a. Oversee the data entry and posting of invoices and cutting checks
b. Correspond with vendors regarding invoices, charges, disputes, and provide information required by vendors. Challenge questionable charges.
c. Maintain balances and apprise pastor of actual balances.
38. Oversee Accounts Receivable: 
d. Posting of offertory deposits in computer and maintain balances.
e. Taking deposits for Church to bank.
39. Facilities Management:
a. Church and Chapel maintenance schedule
b. Maintain and keep Church and Chapel supplies
40. Maintains office efficiency by planning and implementing office systems, layouts, and equipment procurement
Assisting Ministries:
41. Coordinate Mass schedule when necessary
42. Coordinate Spanish groups and Spanish liturgy: oversee compliance with Safe Environment Policy, schedule meetings and meet with team leaders to keep abreast of activities and monitor logistics.
43. Coordinate bi-annual Spanish-language retreats and events, including registrations, scheduling of priests, fundraising
44. Coordinate and review and proofread weekly parish bulletins (English-Spanish), contributing copy on offertory and special collections.
45. Preparation and coordination of weekend liturgy intentions, announcements, welcome in Spanish, etc.
46. Maintains, coordinates events at St. Joseph Mission and manages operations and coordinates logistics of the Mission.
47. Other duties as assigned.

SUPERVISORY RESPONSIBILITIES:  This position requires the supervision of 1) the receptionists, 2) maintenance  and 3) housekeeper.

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:  College degree in Business, Accounting or related field, with 5 years of professional -level experience.
· Preferred:  CPA or MBA with a minimum of 7 years of professional-level 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. GAAP and 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 receivable 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. Principles and practices of supervision and personnel administration.
8. Skilled in handling contracts and negotiating with third-party vendors.
9. Proficiency in MS Outlook, Word, and Excel, are required.
10. Good computer literacy, including ability to navigate online applications and search engines effectively.
11. Good spelling and grammar required.
12. Excellent customer service skills, including ability to maintain focus on and professionalism with people in challenging situations, both in person and by phone. 
13. Good time management, including ability to manage several projects at the same time.
14. Must be able to multi-task and retain accuracy in an environment of competing deadlines.
15. Must be supportive of the mission and tenets of the Roman Catholic Church.
16. Must have a professional demeanor.

COMPETENCIES
Adaptability:  Continuing to be effective when experiencing changes in the work environment, culture, technology, duties and tasks, requirements, and structures.
Attention to Detail/Quality Orientation:  Exercising thoroughness in accomplishing tasks by considering all areas involved, no matter how small; showing concern for all aspects of the job; accurately checking processes and tasks.
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
Continuous Improvement:  Exercising continuing effort to evaluate and improve conditions, situations and processes, both incrementally and significantly.
Customer Focus (Internal and External):  Committing oneself to putting the customer first and consistently delivering the best service possible; building productive customer relationships; accountability for customer satisfaction and loyalty.
Dependability:  Being reliable, accountable and fulfilling obligations, including deadlines.
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.
Information Monitoring:  Setting up ongoing procedures to observe, collect and keep under review all information needed to manage ongoing situations. 
Initiating Action: Taking prompt action to accomplish objectives, taking action to achieve goals beyond what is required; being proactive.
Managing Work (includes Time Management):  Committing one’s time and resources in the most economical manner to ensure that work is completed efficiently.
Planning and Organizing: Establishing courses of action for oneself and others to ensure that work is completed efficiently and according to priorities. 
Safety Awareness:  Proactively identifying and correcting conditions that affect people’s safety; compliance with safety standards.
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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