
Pax Christi Church
Position Description

Title: Bookkeeper

General Summary

The bookkeeper is responsible for handling the financial transactions for the parish. This 
hourly, nonexempt position requires the incumbent to demonstrate attention to detail, 
effective organizational and computer skills, knowledge of accounting principles and 
participation in the ongoing operations of the parish by active involvement in the Finance
Council and staff meetings.

DUTIES AND RESPONSIBILITIES

1. Provides support and assistance to the pastor, staff and Finance Council
2. Handles ledger transactions for receipts and disbursements. Processes invoices

and pays all bills in a timely and accurate manner
3. Oversees the money counting teams, creates a schedule for counters, set up for

counters on Monday am; take down when counters are done at approx 
11:30am

4. Balances deposits (as needed) and reconciles accounts on a monthly basis.
5. Manages payroll transactions, including keeping track of vacation and sick 

days earned and taken at time of payroll
6. Responsible for state and federal Workman’s Comp and payroll tax returns on

a monthly, quarterly, and/or annual basis, and preparation of annual W-2 and 
1099 reports

7. Prepares monthly financial reports for the pastor and Finance Council, attends 
the Finance Council meeting to address questions and provide minutes to the 
council. Report includes a balance sheet and income statement.   

8. Sends envelope data to the vendor for mailing of envelope packets
9. Maintains contribution records of parishioners, including stock donations and 

online giving, posting amounts from envelopes, loose checks, and other 
income such as tuition payments

10. Handles stock donations, sending letters to donors
11. Oversees the development of the annual budget
12. Manages direct donation plan 
13. Manages online giving contributions
14. Prepares fiscal year-end financial statement for the diocese
15. Sends year-end contribution letters to parishioners
16. Reconciles monthly bank statements with parish records.
17. Prepares payments to the diocese for loans, employee pensions, employee 

health, assessments, priests insurance and pension



18. Interfaces with staff personnel at Rochester Catholic Schools, Diocese of 
Winona, Finance council and Pax Christi staff

19. Communicates with new employees regarding benefit information, pension 
plans, retirement options, insurance and so forth as it relates to payroll 
practices 

20. Process RCS Parish Affiliation forms.

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

Minimum of associate degree, prefer an undergraduate degree in accounting, business 
field.

WORKING CONDITIONS

Thirty-two – hours a week position. This position provides for a private work area and 
supplies at a designated site in the parish facility. Hours can vary, however a Monday – 
Thursday 8 hour day is recommended.
  
ACCOUNTABILITY
The bookkeeper is accountable to the parish Pastor and Administrator.

COMPENSATION
As agreed upon with the Pastor with approval of the financial advisors of the parish.

SIGNATURES

The above statements are intended to describe the general nature and level of work 
required for this position. This is not meant to be an exhaustive list of all responsibilities, 
duties and skills required.

Employee: __________________________ Date:_________________

Pastor: _____________________________ Date: _________________


