HOPE CHURCH

77 W. 11th St., Holland, MI  49423

Job Description

Title:


Financial Administrator 
Reports to:

one of the ministers
Hours of Work:
This is a part-time, flexible position for 12 -18 hours/week.  The workload has peaks and valleys, with significant responsibilities in January and August.  Schedule must be flexible to accommodate workload and responsibilities.

Position Purpose:
The Financial Administrator provides accurate and timely financial information to support the ministries and Christian mission of Hope Church.

Job Summary:
Responsible for the application of the principles of accounting to analyze financial information and prepare financial reports.  Administers QuickBooks accounting system for church, Accounts Payable, Payroll, Stewardship and General Ledger.  Ensures accurate and timely reports to Finance Ministry, consistory and church ministries; serves as a resource to Finance Ministry.

Essential Duties and Responsibilities:

Manage and administer stewardship income
Manage and administer non-stewardship cash receipts
Manage and administer payroll
Manage and administer Accounts Payable, including appropriate approvals and account assignments and preparation of checks to be signed by Treasurer
Manage and administer financial arrangements, including but not limited to, the Memorials and Special Gifts Fund, the Deacon’s Fund, 10th St. House Community Housing Partnership with Good Samaritan Ministries, and church insurance 

Manage Benevolence payment schedule and preparation of checks to be signed by 
Treasurer 

Supports church ministries with financial information analysis, including Building and Grounds (Utilities), Fellowship (Pizza Sunday), Outreach and Hospitality 
(Hope Church News costs) and Worship Ministry (Flower Fund) as well as Youth and Music leadership
Provide budgetary support to ministries (as the budget is developed by the Finance Ministry)
Work with Personnel Committee chair to develop yearly staff budget
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Create, print and distribute monthly and YTD reports for consistory and the 
Finance Ministry
Provide monthly and yearly data to the Stewardship and Finance committee to complete the process of checks and balances necessary to maintain financial integrity for the church 
Accounting and General Ledger

Prepare monthly bank reconciliation for the Treasurer to review and approve. 
Prepare 1099 forms in accordance with IRS regulations and distribute to payees by January 31 of each year
Submit 1099/1096 forms to IRS by February 28 of each year
Payroll
Prepare and submit quarterly 941 forms  
Prepare W-2 forms and distribute to employees by January 31 of each year
Prepare W-3 form and reconcile to 941 forms  
Mail the W-2/W-3 forms to Social Security Administration by February 28 of each year  
Prepare Michigan Annual Withholding Tax return
Submit Michigan Annual Withholding Tax return and State copies of W-2 forms by February 28 of each year  

Other duties as assigned
Qualifications and experience:
Significant experience and/or degree in accounting
Good, working knowledge of Excel, and ability to create meaningful financial reports and graphs in Excel with limited direction
Experience with QuickBooks is preferred
Must be flexible and able to work independently
Must have good interpersonal communication skills and the ability and desire to 
work in a church team environment

