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	Northwest Hills UMC
FINANCIAL MANAGER

	
	

	Title

Financial Manager
	For Mgmt Use only                 
	Exempt      
   
	Non-Exempt



	Name

	Job Code #

	
	Date


	Assigned By:



	Title of Supervisor

Senior Pastor 
	Location

Northwest Hills United Methodist Church

	Area of Ministry
Church Administration
	Written By Date



	Number of direct reports
0
	Approved By Date



	POSITION SUMMARY 
The FINANCIAL MANAGER will 

(1) Work with the Sr. Pastor and staff in carrying out the mission and vision of Northwest Hills United Methodist Church, and setting a professional, enthusiastic, caring Christian tone for ministry.

(2) Manage the day-to-day financial operations, perform bookkeeping functions, and keep up-to-date church financial database records including all filing requirements.
(3) Work with the Auditors to complete an annual financial audit.

	ORGANIZATIONAL RELATIONSHIPS
No subordinates.

Other Interface Person(s) – Senior Pastor, Office Staff, Chair of Administrative Council, Chair of Finance Committee and various ministry heads and the congregation as necessary

	SCOPE OF RESPONSIBILITY 
Serve God by receiving, recording, depositing and tracking all funds taken into the church treasury. Responsible for all account payable invoices and payments. Responsible for reconciling and reporting to the various missions, ministries and commerce sources used by and relational to Northwest Hills UMC.

	EDUCATION

· Bachelor’s Degree from an accredited college or university with major course work in Accounting or Business Administration, 

· or five years of related bookkeeping/office management experience

	SPECIAL KNOWLEDGE, SKILLS AND ABILITIES
· Ability to keep detailed, accurate records and maintain appropriate confidentiality 
· Passion for financially supporting the mission of making Christian disciples
· Ability to work with individuals and ministry teams.
· Must have PC computer skills

· Must be fluent in financial computer software, MS Windows and MS Office

· Knowledge of standard accounting procedures for non-profits

· Must be familiar with the concept of Fund Accounting 
· Typing skills
· Time management skills


NOTE:  The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be construed as an extensive list of all responsibilities and skills required of team members so classified.


