Bookkeeper/Treasurer Job Description

Introduction:  St. Paul United Methodist Church is a multicultural mid-sized church located in Willingboro New Jersey. We are seeking a detail-oriented, high-integrity individual to serve as our part-time Bookkeeper/Treasurer. This role is vital to ensuring our church remains a faithful steward of its resources, following the financial guidelines of the United Methodist Book of Discipline and GCFA.

Job Summary:  The Bookkeeper/Treasurer provides accurate and timely accounting of the church’s day-to-day financial operations in cooperation with the Pastor and the Finance Committee, ensuring transparency and strict adherence to our internal control policies. This position is ideal for someone who enjoys structured financial environments and values religious non-profit ministry.

Key Responsibilities
· Financial Management: Maintain accurate records using Quick Books and manage accounts payable.
· Compliance: Prepare checks for signature processing and insure all disbursements have proper documentation.
· Reporting: Generate monthly finance statements (balance sheet, budget vs. actual) for the Church Council.
· Collaboration: work alongside church leadership, i.e. Pastor, council, Finance committee, trustees.
· Payroll and taxes: Process staff payroll and insure timely tax filings and apportionment payments.

Qualifications
· Proven experience in bookkeeping or accounting (non-profit /church experience preferred)
· Proficiency in accounting software and Microsoft excel.
· A commitment to confidentiality and the ethical handling of church funds
· Familiarity with UMC financial guidelines (GCFA is a plus).
· Ability to pass a background check.
 
Scheduling and Compensation
· Hours: approximately eight hours per week; pay: $7,560 / year

To apply: Please submit your resume and a brief cover letter to: stpumc@verizon.net
Contact name: John Gamble, Chair, SPRC


