Financial Administrator 
Rome First UMC – Job Description
Status:  24 Hours per week (4 days @ 6 hours per day) Part Time
Supervision:  This position reports to the Senior Pastor
Scope:  This staff position is responsible for bookkeeping and accounting, including payroll, accounts payable, donation recordkeeping, financial reporting, and budget administration 

Education:  Bachelor’s Degree, Finance/Accounting degrees preferred.  
Minimum of 3 years relevant accounting/bookkeeping experience

Skills Required

· Experience in financial administration, bookkeeping, and payroll management, preferably in a church context

· Computer competency,  word processing, spreadsheets, 

· *ACS church management software *(training provided)
· Attention to detail

· Absolute adherence to confidentiality policies related to pastoral and financial information
· Appreciation for unique nature of church ministry and operations

· Ability to work well with others and support team-oriented ministry

Duties and Responsibilities

· Maintain complete and accurate accounting records and files for the church, adhering to the policies, procedures, and guidelines of the Book of Discipline, the North Georgia Conference, and the Finance Committee.
· Communicate accurate and timely financial information in electronic and printed formats.  This includes regular reporting and ad-hoc requests for information.

·  Management of payable transactions including payroll, bills, apportionments, and other church payments.

· Management of all receivable transactions including memorials, honorariums, and donations of all kinds. 
· Support church committees and program ministry staff in the purchase of supplies and equipment.  Work with all Staff in the development and maintenance of the annual church budget.
· Support the Church Staff and follow all operational policies and procedures to ensure smooth operations for the church.

· Other periodic duties as assigned by the Senior Pastor.
