
PARISH OF THE PRECIOUS BLOOD 

POSITION DESCRIPTION  

 
POSITION TITLE:     Parish/School Bookkeeper                         DATE:    April 2010 

LOCATION:                                                                                     STATUS:    Non-Exempt 

DEPARTMENT:   Accounting                                      SALARY GRADE: 

REPORTS TO:            Parish Business Coordinator                  FULL OR PART TIME:   Part Time  

 

 Position Summary: Provides day to day fiscal and operational support services for parish/parish and 

school. He or she values the organization and responsible management of resources, and helps the 

parish/parish school fulfill its mission and purpose. The bookkeeper is employed so as to segregate the 

custody and recording functions for the parish and school. 

 

A. Financial Responsibilities: 

1. Understanding and use of proper accounting and record keeping principles and 

practices. 

2. Understanding of cash flow management and budgeting process and principles. 

3. Ability to organize and maintain accurate records. 

4. Ability to meet preset date and time line requirements consistently. 

5. Communicate with and collaborate with pastor and business coordinator to insure all 

financial responsibilities are meet in a timely manner.  

6. Ability to maintain strict confidentiality 

B. Administrative Responsibilities: 

1. Working knowledge of computer operations and office equipment. 

2. Ability to execute Diocesan record keeping requirements. 

3. Ability to work cooperatively with small groups. 

4. Ability to effectively communicate when dealing with coworkers, parishioners and 

other businesses in the community. 

5. Administer business operations in accordance with parish/parish mission. 

 

 



       Essential Functions: 

1. Process payroll, associated end of year taxes and reports.  

2. Provides data input/output services for accounting and census.  

3. Validate bank deposit, record receipts and reconciles monthly statements.  

4. Manages payables including coding and payment of outstanding invoices.  

5. Reconciles parish and cemetery books using manual and automated processes.  

6. Prepares financial statements as requested.  

7. Other duties as assigned by the pastor or the parish business coordinator..    

                                                                                                      

Essential Requirements or Skills:  

1. A minimum of 2-5 years of bookkeeping experience. 

 

2. Accounting degree, preferred.    
 

3. Office organizational skills required 
 

4. Experience with IntAcct Accounting software preferred 

 

5. Proficient in Microsoft Office Applications. 

6. Completes or will successfully complete within 90 days of start of employment the 

diocesan program “Protecting God’s Children.” 
 

 

       Physical Requirements: 

  

1. Ability to keystroke 2-5 hours per day. 

 

2. Ability to sit for 2-5 hours a day with reasonable breaks. 

 

3. Ability to go up and down stairs on a regular basis. 

  

 


