
Staff Position Description
Bookkeeper (Non-exempt)
ST. MICHAEL PARISH









Our Philosophy:
At St. Michael Parish, we believe in drawing upon strength in the experience of our past and diligently pursue those elements which have become part of our operating philosophy including:
· Providing a high level of quality in serving our parishioners.
· Maintaining a team of professionals who are committed to bringing excellence to their respective responsibilities and those of our Parish.
· Assuring a safe and healthy environment for visitors as well as every member of our organization.
· Providing a workplace that encourages staff to achieve the fullest of their ability.

Summary of the Position:
This position reports to the Parish Priest.  The main function of this position is to provide bookkeeping support for the Parish and Human Resource support to Parish employees.  Responsibilities include:
· Processing accounts payable, printing checks and filing paid invoices.
· Recording deposits in the accounting software.
· Processing CSA pledges and contributions.
· Process regular monthly journal entries.
· Prepare payroll file for processing.
· Assist department leaders with their Human Resources needs.
· Maintain accurate and confidential financial records in accordance with parish and diocesan guidelines. 
· Performing other tasks as assigned.

Work Schedule 
· This is a 25-30 hour per week position with normal office hours, three to five days per week.

Accounts Payable:
· Review Purchase Request Forms to ensure appropriate approvals are received.
· Input bills into accounts payable software.
· Print checks and match remittance slips.  Attach check stubs to paid invoices and give to Pastor for his review and signature.
· File paid invoices.

Bank Deposits:
· Input receipts into accounting software and print out deposit report.

Payroll:
· Obtain time sheets from Maintenance, Parish, and School employees
· Make sure the hours are calculated properly, and other pay is calculated properly.
· Once all timesheets have been collected and reviewed, input information into Diocesan system to process payroll.

Human Resources:
· Maintain personnel records.
· Posting labor law posters in the school and parish buildings.
· Review and maintain Personnel Policy Manual.
· Provide new hire orientation.
· Assist managers with the corrective action process and personnel grievances.
· Assist managers with exit interviews.
· Updating staff on Health and Flex Benefit re-enrollment period, Michigan Catholic Conference Employee Benefit Reports.
· Distribute W-2’s and 1099’s (year-end tax reports).

CSA Pledges and Donations:
· Prepare CSA Transmittal Reports.
· Reconcile CSA reports with Diocesan Reports.

Assist with Projects as Directed:
· Preparing file labels for new year.
· Perform other functions as directed by the Parish Priest.
· Offer support and back-up to the Parish Office Receptionist.  
· Update and maintain business office forms.

Skills, Abilities and Education:
· Must be friendly, welcoming, and easily approachable to parishioners, staff, neighbors, guests and strangers and have good telephone skills.
· Must be proficient in using Microsoft 365 or Google Workspace.
· Must have bookkeeping experience or equivalent financial background and experience.
· Must be organized, efficient, and able to prioritize a variety of tasks and responsibilities as well as able to adapt to various interruptions.
· Must have excellent written and verbal communication skills.
· Must be willing to take direction and provide support to the staff and lay leadership of the Parish.
· Be willing to change with new technology and ask for help in learning new technology.
· Must be able to express concerns in a timely and considerate manner to the appropriate personnel.
