FINANCE & ACCOUNTING ASSISTANT
St. Francis of Assisi Church
16498 SW Gaskin St.   Blountstown, FL 32424
950-674-1894  email:  office@sfa.ptdiocese.org

Job description:  
 Seeking a detail-oriented part-time Finance & Accounting Assistant.  Candidate will have strong computer skills, experience with some accounting software, and the ability to manage confidential financial information with accuracy and discretion while proactively identifying and resolving discrepancies.
20 hrs. per week – Flexible between 9a – 4p, Monday – Friday

Competencies:
[bookmark: _GoBack]Computer, calculator and printer skills, some knowledge of accounting systems, Microsoft Word & Excel.
Strong attention to detail.
Organizational skills, filing, etc.
Verbal and written skills required.
Maintain a high level of accuracy for all assigned tasks.
Problem solving skills.

Duties:
Prepares, sends collection sheets, invoices, statements, and check requests to diocesan accountant.  
Receives and Print checks for payments, submitted by diocesan accountant.
Mail all checks timely to avoid late payments.
Open all office mail.  
Receives and obtain approval for accounts payable invoices.
Answers phones as needed.
Responds to emails, forward to responsible department heads or pastor.
Process payroll request and send to Payroll Dept.
Appropriately access, use, and safeguard confidential information. 

Experience:
Bookkeeping 1 yr. (Preferred)

Location:  In person
Background check required.
All financial documentation following guidance in the Diocesan Financial Policies & Procedure Manual.




