Bookkeeper / Church Administrator (Part-Time)
Reports to: Lead Pastor

Woodcrest Church is seeking a detail-oriented and dependable Bookkeeper/Church
Administrator to support our mission of helping people pursue authentic relationships with Jesus,
one another, and our community. This role provides financial management and administrative
support to keep church operations running smoothly. We believe ministry flows out of shared
community and commitment. Therefore, the ideal candidate will worship, serve, and grow as
part of the Woodcrest Church family.

Key Responsibilities

o Manage accounts payable/receivable, deposits, and contribution records

e Process payroll and maintain accurate financial reporting

o Prepare monthly statements and assist with budget and audit processes

e Maintain HR and personnel files; support onboarding and staff documentation

e Provide general office administration, purchasing, communication support, and vendor
coordination

Qualifications

o Bookkeeping/accounting experience required; church or nonprofit experience preferred

e Proficiency in QuickBooks, Microsoft Office (especially Excel), and database systems

o Strong organizational and communication skills

e Ability to maintain confidentiality and professional integrity

o Employment in this role requires agreement with the church’s beliefs and values and
regular participation in the worship, community life, and ministries of Woodcrest Church.

This is a part-time, administrative position ideal for someone who is detail-driven, organized,
and committed to supporting the ministries of the church.



