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DIOCESE OF PHOENIX

JOB DESCRIPTION

Title:


Parish Business Manager



Grade:

15, Exempt

Department:
 
Parish Site


Supervisor:

Pastor


Date:




Purpose and Scope

Under the supervision of the Pastor, and in collaboration with the Parish Finance Committee, oversees all aspects of finance for the parish.  The Business Manager will be a member of a collaborative team that is charged with seeing that the parish operation is driven towards the overall vision and mission of the parish.

Essential Job Functions

· Oversees financial operations, ensuring compliance with diocesan policy and procedures.  

· Educates the Parish Finance Committee members on diocesan guidelines.
· Responsible for timely and accurate financial reporting to the Pastor, Parish Finance Committee and the Diocese of Phoenix.

· Works with the Pastor and the Parish Finance Council to prepare, administer and review the annual budget.

· Prepares payroll, Accounts Payable, Accounts Receivable.   

· Responsible for maintaining the integrity of parish financial records.
· Staff to both the Pastoral and Parish Finance Councils.

· Coordinates all matters regarding liability, insurance and safety in the parish.  

· Responsible for maintaining open communication, both inside and outside the parish family.

· Responsible for ensuring the parish is operating within Canon Law and Civic Laws.

· Assists with communication both inside and outside the parish and with representing the parish to outside businesses and organizations.  

Additional Job Functions

· Performs any other job-related duties as requested by the Pastor.

Knowledge, Skills and Abilities Required

· Working knowledge of accounting principles and practices.

· Excellent communication and interpersonal skills.

· Ability to organize, work independently, set schedules, prioritize tasks, and work with other members of the staff in a team setting.

· Intermediate to advanced skill level in computer accounting applications, spreadsheets, word processing and database programs (Access, Excel, Word), and the ability to quickly learn Shelby software.

· Ability to maintain up-to-date knowledge of diocesan financial policies and procedures.

· Proven leadership and management skills.

Minimum Qualifications

· Bachelor’s degree in Accounting or Business Administration with formal accounting education.

· Three years work experience within the field.

Approved by Pastor:  ______________________________

Date:  ___/___/___

Employee Signature:  ______________________________

Date:  ___/___/___

1
f:\personnel\jobdesc\parish.wpd

