
    

Job Title:  Bookkeeper      Written/Revised: 6/17/2020 

FLSA Code:  Non-exempt (Hourly)      Pay Range: $13.90 - $21.55 

 

JOB SUMMARY 

This position is responsible to the Pastor and performs essential bookkeeping duties with 

regard to accounting for cash receipts and disbursements.  This includes the preparation of 

checks and cash bank deposits, reconciling bank accounts and working with Church accounting 

systems to properly record all transactions.  In addition, the person filling this position is 

expected to use accounting expertise (knowledge of QuickBooks and Microsoft Excel needed) 

and personal judgement in carrying out duties and responsibilities. 

 

ESSENTIAL JOB RESPONSIBILITIES 

1. Pay authorized bills for the parish. 

2. Manage and record contributions and gifts, bequests to the parish and issue required 

acknowledgements of such. 

3 Reconcile all bank/PAF accounts. 

4. Assist with financial reports, budget and contract preparation. 

5 Account for all deposits ensuring all designations/restriction. 

6. Process payroll for designated entities, including withholding payroll taxes and filing of 

related quarterly and annual tax forms. 

7.  Provide miscellaneous duties as assigned by Pastor. 

8. Prepare monthly and quarterly standard reports and requested reporting analysis for 

Pastor to share with Parish Finance Council. 

9. Have the Financial Analytic skills to raise any observed financial concerns to Pastor. 

Education & Experience: High School degree is required; Bachelor’s degree in Accounting, 

mathematics or related field is preferred.  A minimum of two years prior bookkeeping 

experience is required; keyboard and computer experience required. 

 

Job Related Skills: An understanding of communications and the Catholic perspective; the 

ability to both serve and lead others; excellent communication skills and knowledge of office 

equipment. Knowledge of QuickBooks software and Microsoft software applications (Microsoft 

Word. Microsoft Outlook, Excel, and PowerPoint). Typing, data entry and 10-key calculator 

required. 

 

Working Environment: The ability to maintain all information highly confidential. 

 



Job offer is contingent on the successful passing of the mandatory background screening and 
completion of the VIRTUS “Protecting God’s Children” program prior to beginning work.   
 
Compensation is commensurate with experience and ability.  We offer paid time off and a full 
complement of benefits, including health, dental, vision, life, short & long-term disability, and 
matching 403(b).  Benefits are according to Diocesan policy. 
 
Send cover letter, resume and references to Rev. William Metzger at 

frmetzgerourladyofvictory.cc.  


