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	[bookmark: _Hlk65505658]Position Title
	Department/Ministry/Location

	Bookkeeper
	Accounting/In-office (Issaquah)

	Supervisor Position Title
	Weekly Hours

	Accounting Office Manager 
	Full-time

	Position Status/ Classification
	Ministerial Status

	Full-Time/Non-exempt
	Non-ministerial


Position Summary
Responsible for overseeing the financial processing tasks related to both receivables and payables. The Bookkeeper serves as the primary contact for inquiries related to church donations, including annual giving statements and online donation processing. This role also supports various human resources functions including onboarding, benefits administration, and maintenance of employment records. 
Essential Duties and Responsibilities
The essential functions include, but are not limited to the following:
Financial Objectives: 
· Properly code and process invoices, ensuring timely payments to vendors.  
· Maintain accurate financial records and resolve discrepancies.  
· Respond to vendor inquiries.
· Reconcile petty cash boxes and deposit bags. 
· Process and record donations, tithes, and offerings, ensuring proper allocation and documentation.  
· Generate and distribute quarterly and annual donor statements.
· Respond to donor questions and requests.
· Assist with annual audit.
· Additional duties and projects as needed.

Human Resources support: 

· Onboard newly hired employees and assist with orientation needs.
· Maintain and order current background checks for employees. 
· Act as a point of contact for employees. 
· Keep and maintain confidential employee files.
· Process benefits enrollments and changes.
· Work on HR projects as needed.


Minimum Qualifications
Education and Experience:
· High School Diploma or Equivalent (associate’s degree preferred)
· 2+ years relevant work experience in bookkeeping (Non-profit or religious organization experience preferred)
· Solid understanding of accounting principles

Knowledge, Skills, and Abilities:
· Strong computer skills (Excel, Word, Quick Books and other church software).
· Ability to assess and prioritize multiple projects, tasks and demands.
· Self-directed, highly motivated, flexible, and positive.
· Strong organizational skills with the ability to maintain accurate and detailed records. 
· Ability to handle confidential financial information and employee records with discretion and professionalism.  
· Excellent written and verbal communication skills to collaborate effectively with team members and church body.  
Spiritual Requirements
· Regular involvement in Eastridge Church’s activities and events.
· Signed acknowledgement of Eastridge Church’s Statement of Faith.
· Signed acknowledgement to policies and procedures as stated in Eastridge Church’s employee handbook.
Physical Requirements
[bookmark: P19_1854]The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position. Reasonable accommodation may be made to enable individuals with disabilities to perform the functions. While performing the duties of this position, the employee is regularly required to talk or listen. The employee frequently is required to use hands or fingers, handle or feel objects, tools, or controls. The employee is occasionally required to stand, walk, sit; and reach with hands and arms. The employee must occasionally lift and/or move up to 15 pounds. Specific vision abilities required by this position include close vision, distance vision, and the ability to adjust focus. The noise level in the work environment is typically low to moderate.  

Acknowledgment
I have read and received a copy of my job description. I understand this overrides anything I have been given or told in the past. I further understand that I am expected to follow my job as is outlined above and if I have any questions concerning what is expected of me, I will speak with my immediate supervisor. I also understand that the statements above are intended to describe the general nature and level of work being performed by me and are not to be construed as an exhaustive list of responsibilities, duties, and skills required for this position. Therefore, I may perform other related tasks under the direction of my supervisor and/or the Executive Pastor.


Employee Printed Name:______________________________________________ Date: 	__________________

Employee Signature: _________________________________________________________________________


Supervisor Printed Name:______________________________________________ Date: 	__________________

Supervisor Signature: ________________________________________________________________________
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