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PARISH

JOB DESCRIPTION

Title:


Bookkeeper/Secretary (Bilingual)

Grade:

10, Non-Exempt

Supervisor:

Pastor







Date:




Purpose and Scope

To support the Diocese of Phoenix in its mission in service of the Body of Christ, this position reports directly to the Pastor and performs a variety of secretarial and bookkeeping duties for the parish with limited supervision.  

Essential Job Functions – Bookkeeping

Keeps a record of all financial transactions for the parish, including:

· Provides computer input/output services for accounting and census.

· Prepares bank deposits, records receipts and deposits all income to appropriate accounts daily when needed.

· Conducts monthly reconciliation of accounts and prepares analyses detailing deposits and expenses by major accounts.

· Prepares financial statements monthly; submit these monthly reports to the Pastor showing the financial status of the parish.

· Keeps current on all accounts payable and receivable.

· Administers and controls the petty cash and designated funds, and all checking and savings accounts.

· Assures that all expenses are controlled within budgetary restraints and forecasts.

· Maintains schedule of office hours for staff and coordinates record keeping required for time sheets.

· Provides information necessary to payroll service for employee wages, assuring that proper withholdings and deductions are made.

· Provides information necessary to payroll service for state and federal quarterly tax reports. 

· Ensures salary, benefit, and personnel policies and procedures are communicated regularly and timely.

· Acts as Recording Secretary (takes minutes) at Pastoral and Finance Council meetings.

Essential Job Functions - Secretarial

· Performs secretarial duties for the Pastor assigned.  This could include but not necessarily be limited to:

· Receives and places telephone calls

· Maintains calendar, arranges meetings and schedules appointments, conferences, travel, etc. for the Pastor

· Prepares written communications using word processing applications

· Prepares weekly bulletin

· Develops and maintains office record-keeping and sacramental and financial filing systems

· Schedules and assigns projects as requested by the Pastor. 

· Assists with the communication of assignments for part-time secretaries and support staff.

· Participates in the orientation and training of office staff.

· Prepares and develops procedures for all areas relating to the parish operations and submits them to the Pastor for approval.  Assists in the resolution of administrative problems and identifying solutions.

· Coordinates administrative activities as required with church groups.

· Trains and instructs those parish employees identified by the Pastor in the use of the computer systems.

Additional Job Functions

· Performs any job-related tasks necessary for the smooth flow of operations within the parish.

· Contributes to team effort for a professional office environment.

· Maintains and demonstrates a cooperative attitude and effective working relationship with all departments, church groups, employees, volunteers and parishioners.

Knowledge, Skills and Abilities Required

· Working knowledge of office management, word/data processing, supervision, and secretarial procedures.

· Working knowledge of general bookkeeping and accounting practices using automated and computerized accounting systems.

· Working knowledge of general payroll practices using automated payroll systems.

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

· Proficient typing skills and working experience of computer software (MS Office Suite, MS Publisher, Quick books) presently in use at the parish.

· Ability to work under pressure, manage multiple projects simultaneously and handle stressful situations.

· Ability to make job related decisions quickly and communicate these decisions effectively.

· Excellent written and verbal communication skills.

· Ability to set priorities and organize work effectively.

· Ability to maintain confidentiality.

· Ability to communicate effectively in both the English and Spanish languages.

· Knowledge of Catholic Church vision, teachings, structure and policies.

Minimum Qualifications

· High School diploma or equivalent certificate.

· Formal accounting education.

· Three years working experience in a related position.

· Must be fully bilingual in English and Spanish.

Approved by Pastor: _________________________

Date: ___/___/___

Employee Signature: _________________________

Date: ___/___/___
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