MONTGOMERY

UNITED METHODIST CHURCH

Bookkeeper & Church Office Administrator

Support the mission through organized administration, financial stewardship, and warm hospitality.

Our Mission
Rooted in Christ’s love, we joyfully welcome all people, nurture spiritual growth, and serve our community
with creativity, compassion, and courage.

Position at a Glance
e Part-Time (12 hours/week)
e Reports to: Pastor
e Compensation: $22/hour

About the Role

Montgomery United Methodist Church (MUMC) seeks a reliable, organized, and detail-oriented Church
Office Administrator to provide administrative and financial support for the life and ministries of our
congregation. This role blends essential office responsibilities with accurate and confidential financial
management. The ideal candidate will warmly represent the church and support the mission and ministry of
MUMC with integrity and compassion.

What You'll Do

Support Church Administration

e Serve as the welcoming presence of the church office, greeting visitors and answering phone calls.

e Maintain regular office hours and an organized, hospitable workspace.

e Support the pastor and church leadership with scheduling, correspondence, and document preparation.

e Prepare, print, and fold weekly worship bulletins, inserts, and service materials.

e Maintain office and worship supplies.

e Handle incoming and outgoing mail.

e Maintain calendars, membership records, contact lists, and filing systems.

e Provide administrative support for special events, building rentals, funerals, weddings, and seasonal
ministries.



Manage Church Finances

e Maintain accurate financial records using QuickBooks.

e Process payroll through ADP and complete payroll reporting, W-2s, and 1099s.

e Prepare and submit required federal, state, and local tax forms.

e Manage accounts payable and receivable, including conference and vendor payments.
e Assist with monthly, quarterly, and annual financial reports.

e Assist in preparing the annual budget, forecasts, and year-end documentation.

e Ensure compliance with church financial policies and United Methodist standards.

e Maintain strict confidentiality and stewardship in all financial matters.

Who You Are

Qualifications

e Experience as a bookkeeper and/or administrative assistant, preferably in a church or nonprofit.
e Expert proficiency in QuickBooks.

e Experience with ADP payroll and tax regulations.

e Excellent organizational, interpersonal, and communication skills.

e Ability to work independently and prioritize work.

e Proficiency with Microsoft Office and Google Workspace.

e Commitment to confidentiality, integrity, and professionalism.

Education & Experience

e Associate's or Bachelor's degree in Accounting, Finance, Business Administration, or related field
preferred.

e 3-5 years of bookkeeping experience preferred.

e Faith-based or nonprofit experience preferred.

Personal Attributes

e Approaches administrative and financial work as a ministry of hospitality and trust.
e Shows humility, compassion, and a heart to serve.

e Demonstrates reliability, emotional steadiness, and grace.

e Values accuracy, transparency, and ethical stewardship.

e Supports Montgomery UMC's mission and values.

How to Apply
Please submit your resume and 3 references to office@montgomeryumc.org.
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