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ACCOUNTING COORDINATOR
OVERLAKE PARK PRESBYTERIAN CHURCH

JOB DESCRIPTION (6-8 hours/week, Mondays/Tuesdays preferred)
PRIMARY PURPOSE:

The Accounting Coordinator will maintain the financial records of the church in accordance with policy and procedures.

PRIMARY RESPONSIBILITIES:

Financial Reporting, Budgeting and Analysis
Oversee the financial records of the church with the direction and support of the Finance Committee of Session.

· Monitor bank balances and reconcile bank statements 
· Prepare journal entries.
· Prepare monthly financial reports (Balance Sheet and P&L) to be given to Treasurer for reporting to Session each month.
· Distribute month end budgeted financial reports to department heads; answer questions and highlight problem areas as needed

· Develop OPPC financial forecast including income, expense and cash flow as needed

· Work with elders and staff to prepare the annual budget for operating income and expense; develop missions allocation; develop monthly budget amounts for pledged and other income; enter departmental budget data into database
· Provide financial information to auditor for compilation requirements; address questions and resolve issues raised by the auditor in a timely manner; prepare audit journal entries
· Prepare annual financial report for the clerk to give to the Seattle Presbytery

· Provide budget analysis for personnel, resources management and others as needed

· Reconcile designated mission accounts/funds monthly for the mission leadership team

· Reconcile mission trip expenditures and contributions for the mission leadership team

· Establish budget in QuickBooks at the beginning of each year.  Establish department and project codes as needed
· Train staff and volunteers on accounting processes
· Monitor the accounts at Morgan Stanley for appropriate levels of risk and reasonable performance.
Payroll and Personnel
Assist the Personnel Committee of Session in creating and administering personnel policies, salary administration and benefits.  
· Prepare semi-monthly payroll with Quickbooks 
· Handle all paperwork for new hires, terminations and changes, including W-4’s, direct deposit, I-9, background check, benefit forms, etc.

· Track vacation accrual per Personnel Policy; maintain vacation request forms for all employees

· Report pastor compensation annually to Seattle Presbytery; track pastors’ educational allowance and subsequent carryover of unused amounts

· Issue W-2’s to employees annually

· Maintain all employee payroll/personnel files
· Prepare quarterly payroll reports (L&I) to State of Washington and quarterly reports to the IRS.
· Maintain historical records by filing documents in church office.
Contributions

· Record contributions (pledge and non-pledge giving), program and special event fees and prepare bank deposits

· Create, review for accuracy, and distribute semi-annual contribution statements.  Prepare and distribute end of year statements.
· Research questions from contributors regarding their gifts and make corrections as needed

· Enter pledges and create pledge update summaries (during stewardship season and ongoing); distribute pledge envelopes 
· Record employer matching gifts
Accounts Payable

· Review vendor invoices and reimbursement request for proper documentation/approvals

· Process invoices and pay all bills on a weekly basis; prepare all checks to be available for two signatures, contact check signers for authorization, mail checks and file documentation in vendor files
· Collect W-9 forms for all contractors; create and issue 1099-MISC reports to IRS annually

Staff Participation

· Meet regularly with Senior Pastor and with volunteers as needed.

Qualifications

· BA/BS preferred with a minimum of two years of work experience in accounting preferred
· Knowledge of accounting systems – Quickbooks experience required
· Working knowledge of Microsoft Excel and Outlook programs – Google docs experience, a plus
· Ability to work independently in a multi-tasking environment

· Strong organizational skills and detail orientation

· Good time management skills

· Team player and interact well with a wide variety of people

· Work experience in a church setting desirable, but not required

Skills:
· Enthusiastically affirm OPPC’s vision, values and goals

· Maintain healthy relationships with co-workers, congregation and volunteers

· Perform multiple tasks simultaneously with many interruptions

· Accomplish tasks independently and proactively without the oversight of a supervisor

· Proven ability to manage confidential information appropriately

Reports to:  The Senior Pastor
Please email resumes to office@oppc.org.
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