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 Finance & Human Resource Coordinator Job Description  
 

Revised 09/25 

Position Title Department 

Finance & Human Resource Coordinator Finance/Human Resources 

Supervisor Position Title Weekly Hours 

Finance & Human Resource Manager 32 hrs. 

Position Status/ Classification Ministerial Status 

Full-time/Non-Exempt Non-ministerial 

Position Summary 

The Finance and Human Resource Coordinator plays a vital role in supporting the Finance and Human Resource 
Department at Eastridge Church through a variety of financial and administrative tasks. This position ensures 
accurate recordkeeping, smooth processing of transactions, and timely support for both routine operations and 
special projects that help steward the church’s resources with integrity and transparency. 

Essential Duties and Responsibilities 

The essential functions include, but are not limited to the following: 

Accounts Payable & Financial Oversight 
• Receive, verify and process vendor invoices for payment 
• Ensure invoice documentation is complete and payments are issued in a timely and accurate manner. 
• Respond to vendor inquiries regarding purchases, invoices, and payments.  
• Write in-house checks as needed. 
• Maintain proper electronic filing of accounts payable documentation. 
• Reconcile petty cash and café bag balances. Maintain clear documentation and resolve any 

inconsistencies. 
• Assist with annual audit. 

 
Donations & Contributions 

• Tracking and recording weekly tithes, offerings and donations. 
Place restricted donations into correct funds in Pushpay and CCB and maintain proper documentation. 

• Supply offering bags and usher count sheets to the ushers in Issaquah and West Seattle.  Supply 
offering bags to the Café.   

• Generate and distribute quarterly and annual donor contribution statements by mail and email. 
• Respond to accounting-related questions from church members via email or phone. 
• Update donor addresses and contact information. 
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Employee & HR Coordination 
• Assist with onboarding new hires and provide administrative support. 
• Enroll employees in benefit programs across multiple platforms; respond to benefit-related inquiries 

and assist with annual enrollment 
• Assist employees with HR related inquiries 
• Process benefits enrollments and changes. 
• Administer and provide employee support for the Health Reimbursement Account program. 
• Ensure all employee expense reports include proper documentation and receipts. 
• Review and approve Ramp card transactions to ensure compliance with internal policies.   
• Assist employees with new Ramp card requests and assist with additional fund needs.  
• Help employees with coding and allocation questions. 
• Keep and maintain confidential employee files. 
• Ordering and maintaining current employee background checks. 
 

Administrative and Project Support 
• Provide flexible support for miscellaneous tasks and special projects as assigned. Adapt to changing 

priorities and contribute to department-wide initiatives. 
 

Minimum Qualifications (Knowledge, Skills, and Abilities) 

Education: 
• High School Diploma or Equivalent (Associate Degree Preferred) 
• Associate’s or bachelor’s degree in Accounting, Business Administration, Human Resources, or a related 

field preferred. 
Experience: 

• Minimum of 2 years of experience in accounting, bookkeeping, or HR administrative support. 
• Experience working in a church, nonprofit, or ministry setting is a plus. 

Knowledge: 
• Understanding of basic accounting principles and financial recordkeeping. 
• Familiarity with accounts payable, contribution tracking, and payroll processes. 
• Proficiency with financial and HR software systems (e.g., Bill.com, payroll platforms, donor management 

systems). 
Skills: 

• Strong attention to detail and accuracy in data entry and recordkeeping. 
• Excellent organizational and time management skills. 
• Effective written and verbal communication skills. 
• Ability to maintain confidentiality and handle sensitive information with discretion. 
• Customer service mindset with a heart for ministry and support. 
• Proficiency in Microsoft Office Suite (Word, Excel, Outlook) and comfort with digital tools. 
• Mission Alignment & church-First thinking 
• Shows resilient optimism & joyful perseverance  
• Will demonstrate proactive decision making & initiative 

 
Spiritual Requirements 

• Demonstrates a faithful and growing relationship with Christ, actively deepening personal faith and 
modeling spiritual maturity to others. 
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• Passionately desires to see individuals come to know, love, and follow Christ within authentic, 
supportive community. 

• Fully aligned with Eastridge Church’s beliefs, values, mission, and vision, and has agreed to the Staff 
Faith/Lifestyle Agreement. 

• Has signed and acknowledged the policies and procedures outlined in the Eastridge Employee 
Handbook. 

• Genuinely desires to know and love God and is open to being used by Him in ministry 

Physical Requirements 

• Regularly required to talk, hear, walk, sit, reach with hands and arms and use a keyboard.  
• Specific vision abilities include close vision, distance vision, and the ability to adjust focus.  
• Occasionally lift and/or move up to 15 pounds. 

 

Employment At-Will 

All employees of Eastridge Church are at-will, and as such, are free to resign any time without reason. Eastridge 
Church, likewise, retains the right to terminate an employee’s employment at any time with or without reason 
or notice. 

Nothing contained in this job description or any other document provided to the employee is intended to be, 
nor should it be construed as, a guarantee that employment or any benefit will be continued for any period of 
time. Any salary figures provided to an employee in annual or monthly terms are stated for the sake of 
convenience or to facilitate comparisons that are not intended to and do not create an employment contract for 
any specific period of time. 

No manager, supervisor or employee of Eastridge Church any authority to enter into any agreement for 
employment for any specified period of time or to make any agreement for employment other than at-will. 

Acknowledgment 

I have read and received a copy of my job description and at-will employment statement. 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:  __________________ 
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Supervisor Signature: ________________________________________________________________________ 
 

 


