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JOB DESCRIPTION 

CATHEDRAL OF OUR LADY OF THE ROSARY  

Job Title: Business Manager 
Reports To: Rector/Pastor 
FLSA Status: Exempt 
Schedule Full-Time (37 hours/week) 

 
SUMMARY 
 
The Business Manager is responsible for the records and financial transactions for the Cathedral 
of Our Lady of the Rosary and St. Mary Star of the Sea. The Business Manager works closely 
with the Pastor and Parish trustees in matters of personnel, budgeting, accounting and 
bookkeeping functions. 

CONTEXT 

A Catholic parish exists to help fulfill the evangelical missions of Christ’s Church as defined by 
the mission of the Diocese of Duluth. This position helps the parish to meet these primary 
purposes. This position is an extension of the Bishop’s ministry. The incumbent must have a 
willingness and the ability to support the Mission of the Universal and Local Roman Catholic 
Church. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Responsible for accounts receivable deposits, contributions and the appropriate donation 
receipts. 

2. Responsible for invoicing entities for reimbursements. 
3. Responsible for accounts payable payments to vendors 
4. Responsible for payroll for employees 
5. Prepare and report on the annual budget. 
6. Reconcile all bank statements and keep all accounts up-to-date. 
7. Ensure funds are in the appropriate accounts to cover the expenses of payroll and 

accounts payable. 
8. Responsible for business transactions on a daily, monthly and annual basis and must be 

able to verify, allocate and post transactions to proper journals making sure that there are 
documents to back up any transactions.  

9. Responsible for ordering items for the parish. 
10. Attend and provide information for the parish finance council meetings.  
11. Responsible for petty cash expenditures. 
12. Summarize details in specific ledgers, keeping things in order and providing accurate 

statements/reports for the Rector/Pastor.  
13. Responsible for quarterly and year end payroll tax returns, yearly W2 and 1099 forms as 

well as diocesan reports as required. 
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14. Responsible for facility use paperwork including completing contracts, collecting 
deposits, verification of insurance and license, staffing and any additional billing that 
may be required.  

15. Provide Human Resources support including employee hiring and termination 
paperwork, maintenance of personnel files and administration of diocesan sponsored 
benefits. 

16. Perform other reasonable special duties or responsibilities as required by Rector/Pastor. 
17. Attend and/or complete all workshops and training as directed. 

GENERAL RESPONSIBILITIES 

Maintain a current level of knowledge and skills required to effectively serve in this position.   

SUPERVISORY RESPONSIBILITIES 

May be responsible for immediate supervision of part time employees. 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. The requirements listed below are representative of the 
knowledge, skill, and/or ability required.   

EDUCATION and/or EXPERIENCE 

1. Bachelor’s degree in accounting or business administration 
2. Intermediate understanding of Excel, Word and other Microsoft programs to enter and 

retrieve data, access information and produce correspondence/reports 
3. 3-5 years of relevant experience 
4. Experience working with full general ledger and payroll systems preferred 
5. Successfully pass a criminal background check 

LANGUAGE SKILLS 

Incumbent must have the ability to read, analyze and interpret general business periodicals, 
technical procedures or governmental regulations. Must have the ability to write reports, business 
correspondence and procedure manuals. Must effectively present oral or written information and 
respond to questions. 

OTHER EXPERIENCE/SKILLS 

1. Willing to establish and maintain effective working relationships to complete work 
assignments 

2. Capable to work with minimum supervision 
3. Able to manage workload, deadlines and volume 
4. Able to identify problems, refer to applicable policies and recommend appropriate action 
5. Must possess good organizational skills and is detail oriented 
6. Successfully pass a criminal background check 
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CERTIFICATES, LICENSES 

Valid Driver’s License 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform these essential 
functions. While performing the duties of this job, the employee is required to stand, walk, sit, 
use hands to feel objects with tools or controls, reach with hands and arms, talk, and hear. The 
employee must occasionally lift and/or move objects up to 20 pounds. Specific vision abilities 
required by the job include close vision, distance vision, and the ability to adjust focus. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  The environment is a traditional 
office setting with individual work spaces. While performing the duties of this job, the employee 
is exposed to moderate noise levels in the work environment.   

 

  


