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FINANCE MANAGER

POSITION DESCRIPTION 
Revised 12.2025 

Overview: The Finance Manager is entrusted with maintaining the church’s financial records and handling daily church finances.  The Finance Manager pays all expenses, including vendor bills and staff salaries. The Finance Manager also receives, maintaining appropriate confidentiality, all tithes and offerings. This position is accountable to the Pastor/Head of Staff.

Responsibilities:
Daily Church Finances
· Process bank deposits
· Process all offerings, whether in the form of cash, check or electronic transfer and maintain record of offering by contributor as well as contribution compared to stewardship pledge
· Manage accounts payable
· Arrange for payment of all vendor invoices
· Contact payroll service (Paychex) twice monthly
· Arrange for payment of payroll taxes quarterly (Done by Paychex)
· Review and reconcile monthly checking, savings, and investment accounts

Books and Records
· Maintain church financial records
· Ensure proper backup of all financial records
· Gather and record stewardship pledges and confirmation items
· Maintain, and segregate as required, record of endowments and restricted gifts
· Process expense reports from staff members and committees
· Provide support for the team conducting the annual Records Review. 
· Work with donors who wish to make gifts by stock donations
Statements and Reports
· Prepare annual 1099 statements. (W-2’s done by Paychex)
· Prepare monthly financial reports for Finance Committee and Session
· Send monthly committee expense reports to each Committee Chair and staff liaison.
· Prepare reports on church offerings and pledges as requested by Pastor
· Send Giving Reports quarterly to all donors
Finance Committee
· Prepare for Office Manager list of special gifts so thank you cards/letters may be sent to acknowledge receipt
· Work with Endowment Committee on quarterly financials.

Annual Budget
· Assist Finance Committee, as requested, in development of annual budget
· Maintain records reflecting actual income and expense versus budget
· Assist annual stewardship team in their work.
· Work with Treasurer and send bank reconciliation monthly and accounting fund report to treasurer and finance committee.
· Record contributions for Capital Campaign or other special campaigns.

Reporting Relationship: The Finance Manager is accountable to the Pastor/Head of Staff.

Evaluation:  With the leadership of the Pastor, the Personnel Committee shall conduct an annual performance evaluation and review the adequacy of compensation.

Hours: This is a part-time position.  Though hours can vary based on specific programming demands, ordinarily this position requires approximately 32 hours a week in the office.  This is not a remote work position.

Compensation:  Commensurate with experience and within the church’s part-time pay structure.
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