
 

 

Job Description 

 

Title:  Finance Coordinator 

 

Reports: Pastoral Staff 

 

Status:  Part-time hourly 

 

 

Position Summary 

The Finance Coordinator serves the church by providing appropriate and accurate financial 

services to church members and the professional church staff, including the basic accounting 

functions for regular church operations, including counting collected church funds, preparing 

deposits, processing accounts payable, and preparing accounting records and financial 

statements for the church. The Finance Coordinator provides day-to-day fiscal services, 

maintaining the overall administration of church financial operations in order to accomplish 

the work of the church in the most efficient and economical manner. 

 

Duties and Responsibilities 

Duties will include but not be limited to: 

 Obtaining and recording pledges made during the annual stewardship campaign.  

 Preparing quarterly giving statements. 

 Entering weekly contributions to the appropriate and/or designated funds. 

 Keeping confidential all financial contribution information. 

 Entering all invoices submitted for payment, cutting checks, submitting to the 

Treasurer for signature, and preparing for mailing. 

 Maintaining accurate and thorough records/files in all areas of church financial 

operation, including the updates and regular back-ups of computer files and programs 

on the Finance Office computer. 

 Preparing monthly reports for the Administrative Board. 

 Maintaining employee records, preparing new hire paperwork, posting payroll to the 

general ledger, following up on payroll related tax reporting, including quarterly 

reporting and annual W-2’s. 

 Preparing for and cooperating with those appointed to perform regular audits of 

financial records. 

 Other duties as assigned by pastoral staff. 

 



Job Skills and Requirements  

 An associate’s degree in accounting from an accredited educational institution or 

comparable relevant experience is preferred. 

 Practical experience in fund‐based accounting and account reconciliation. 

 Demonstrated proficiency in computer skills including MS Word and Excel, 

and specific fund based accounting software (such as CDM+).   

 Attention to detail and precision in account reconciliation and report generation. 

 A commitment to good interpersonal relationships, teamwork and support of church 

ministries. 

 A commitment to confidentiality regarding all account records, both of the church and 

staff, and the members.   

 Dependable attendance.  

 

Equal Employment Opportunity and Non-Discrimination 

National Avenue Christian Church is an equal opportunity employer as indicated in the 

following:   

 

National Avenue Christian Church affirms its moral and legal commitment to support and 

implement a program of Equal Employment Opportunity, which in accordance with the law, 

does not discriminate against any employee or applicant because of religion, race, color, 

national origin, sex, age, sexual orientation, disability, creed or marital status. 


