Little Flower Catholic Parish & St. Benedict Catholic School
Job Description

Position:	Bookkeeper & Secretary			FLSA:	Non-Exempt
Reports to:	Director of Finance & Operations					 
Effective date:	

General Summary: Bookkeeping: Performs duties to ensure proper maintenance of accounting records, contribution records, and Extended Day invoicing. Secretarial: Cheerfully greets parishioners and guests of the parish, either in person or on the phone, while displaying interpersonal respect and compassion for all. Additionally provides clerical support to the Pastor and members of the Parish Leadership Team as requested.

Essential Duties and Responsibilities:
Bookkeeper
· Maintains parishioner tithing and contribution records in ParishSoft and prepares statements as needed for the parish and parishioners of these records. 
· Remains apprised on changes to accounting laws for both public sector and non-profit accounting.
· Logs school students’ time in Extended Day from daily log.
· Invoices families weekly for their Extended Day fees.
· Performs other related duties as assigned by supervisor.
Secretary
· Screens calls, answers questions, and forwards messages in a timely manner, resolving problems within scope of authority and responsibility. Contacts frequently involve confidential / sensitive matters necessitating discretion.
· Greets and receives visitors in a courteous and respectful manner, directing them to the appropriate people.  
· Receives and records Mass Intentions and coordinates stipend collection. 
· Willingness to assist with Parish Social Media postings and Parish Website updating as requested.
· Performs other related duties as assigned by supervisor.

Knowledge, Skills, and Abilities Required
· Associate’s degree in Accounting or a related field, or equal experience. 
· Knowledge of basic accounting principles. 
· Requires a high level of computer expertise in Microsoft Office products, including Word, Excel, PowerPoint, and Outlook.
· Experience with ParishSoft database software is a plus.
· Ability to use various office machines (copier, folder, postage meter, phones, etc.) or ability to learn how to use aforementioned office machines.
· Ability to meet deadlines with quality work.
· Maintain high levels of confidentiality.
· Previous bookkeeping experience, preferable in a non-profit setting. 
· Must successfully pass the required BCI / FBI background check prior to employment and every five years thereafter.
· Knowledge, understanding, and commitment to the Catholic Church and its mission.
· Experience in general office setting and working with the public.
· Strong interpersonal, written, and verbal communication skills, including ability to produce clear, concise reports and recommendations as well as make presentations to varied groups. 
· Above average interpersonal and communication skills.

LANGUAGE SKILLS 
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from groups of managers, clients, vendors, employees, and the general public.

MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percentage and to draw and interpret bar graphs.

REASONING ABILITY 
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

PHYSICAL DEMANDS 
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.

While performing the duties of this job, the employee is regularly required to stand; walk; sit; use hands to finger, handle, or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and talk or hear. The employee must regularly lift and/or move up to 20 pounds. Specific vision abilities required by this job include close vision, distance vision, and ability to adjust focus.

WORKING CONDITIONS
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate. Position may require some evening and weekend hours. 











Receipt and Acknowledgement

I acknowledge that I have been given a copy of this position description.  I have read it and understand it. I am responsible for complying with all position duties, requirements and responsibilities contained herein, and any subsequent revisions. 

This position description has been designed to indicate the general nature and level of work performed by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this position. 

I understand and agree that the position description is presented as a matter of information only, and is not to be construed as a contract between Little Flower Parish/St. Benedict School and its employees.




______________________________________		
Employee Printed Name				

______________________________________		_________________
Employee Signature						Date



______________________________________		_________________
Supervisor Signature						Date

