
Senior Accountant 
 

Classification: Part time, exempt-professional 
 
The Senior Accountant is a professional position requiring a four-year degree in a finance related field of study and 
preferably a current CPA license. The Senior Accountant functions as an administrative staff member reporting to the 
Director of Finance. 
 
Primary Goals: 
 

1. To carry out the daily/monthly bookkeeping and stewardship functions of the finance office. 

2. To carry out the daily/monthly financial functions in the operation of the church. 
3. To assist in the prompt, accurate handling of weekly contributions and offerings, and to ensure that accurate 

member records are maintained. 
4. To provide guidance as needed for the Bookkeeper. 

 
Functions and Responsibilities: 
 
1. As a part time employee, the expectation is a 20 hour work week, Monday through Friday.  
2. Meet regularly with the Director of Finance for prioritization of tasks and for mutual communication of necessary 

information.  
3. Perform accounting duties for the church, including: 

a. Oversight, maintenance and ongoing development of the Sage Intacct accounting software and related 
report and dashboards. 

b. Oversee procedures for bookkeeping, including processes, timing and internal controls. 
c. Oversee procedures for scanning, indexing, and destruction of documents that have been scanned and filed 

electronically. 
d. Assure the accuracy of bookkeeping detail and financial reports. 
e. Assist in the month-end process, including journal entries, bank reconciliations, etc. 
f. Review, update, maintain and assure compliance of financial policies. 
g. Provide special reporting information as needed. 
h. Provide oversight and assistance to the finance staff on a daily basis to ensure excellent task management 

and execution. 
i. Stay abreast of changing tax laws and other governmental and legal changes. 

4. Attend staff activities (i.e., appropriate staff meetings, etc.). 
5. Develop professionally through Continuing Education and Conferences. 
6. Perform other activities as may be assigned by the Director of Finance as necessary for effective ministry. 

 
Summary: 
 
Working under the direct supervision of the Director of Finance, the Senior Accountant will carry out the various tasks 
related to the daily operation of the finance office in order to help facilitate the overall ministry of the church, and to 
provide staff and Elders the necessary information to effectively steward the resources of the church. 
 
 

 
I have read, discussed with my supervisor, and fully understand my job description.  I agree wholeheartedly with the goals 
for my position, and I agree to perform the functions and responsibilities to the best of my ability. 

 
 

__________________________ ____________________________________  __________________ 
Employee Name Printed  Employee Signature    Date 


