
  
  

  

Ben   Washington   Baptist   Church,   located   in   Irving,   Texas   is   seeking   a   part-time   Accounting   

Professional   to   assist   with   our   financial   operations.     

  

Job   Description:   Part-Time   Accounting   Professional   

  

The   Accounting   Professional   will   have   the   following   financial   responsibilities   at   the   church.   

1.   Follow   and   comply   with   all   the   church   policy   and   procedures   as   approved   by   Ben   

Washington   Baptist   Church   (BWBC).   

2.   Maintain   accurate   and   up   to   date   reporting   via   General   Ledger   in   QuickBooks   

a.   Provide   monthly   reports   along   with   the   Budget   and   Finance   (B&F)   Committee   

to   Pastoral   Staff,   Deacons,   and   Board   of   Directors   on   budgeted   line   items.   

i.   Reports   will   include   up   to   date   budget   report   

ii.   Weekly   general   checking   account   activity   and   accurate   balance   of   funds   

held   in   the   account.   

iii.   Quarterly   reports   for   each   account     

b.   Provide   recommendations   for   any   changes   to   the   approved   church   budget   

3.   The   Accounting   Professional   will   be   responsible   to   oversee   checks   written   as   directed   

and   approved   by   the   Budget   and   Finance   committee   along   with   approval   from   the   

Pastor,   Deacons,   and    Board   of   Directors.   

a.   The   Accounting   Professional   will   oversee   the   preparation   of   checks   and   ensure   

proper   protocol   is   followed.   (signed   by   the   two   designated   signers   of   checks.)   

i.   Signers   to   be   provided   appropriate   check   requisition   forms   as   approved   

by   the   Budget   &   Finance   committee.   

ii.   Signers   to   keep   the   ledger   of   recorded   check   numbers   used   and   ongoing   

checking   balance.   

4.   Will   be   responsible   to   oversee   the   credit   card   reconciliation.   

5.   Will   be   responsible   for   checking   account   reconciliations   for   all   accounts   held   by   the   

church   and   provide   reports   on   a   monthly   basis   along   with   the   rest   of   the   B&F   

Committee.     

a.   Run   monthly   Profit   and   Loss/   Balance   Sheets.   

6.   Will   meet   monthly   with   the   B&F   committee.     

7.   Will   provide   quarterly   reports   for   Church   Conferences   as   directed   by   Church   

Leadership.     

8.   Payroll:   All   aspects   of   payroll   as   directed   by   Church   Leadership   (includes   all   local,   

state,   and   federal   reporting   and   compliance).   

9.   Maintain   compliance   with   relevant   laws   and   regulations   

10.     Represent   BWBC   in   any   internal   or   external   (e.g.   IRS)   audit.   

  

  

  

  

  



  

Requirements:     

1.   Must   hold   an   Accounting/Finance   Degree   from   an   accredited   university   or   

college.     

2.   5   to   10   years   of   accounting/bookkeeping   experience     

3.   Working   knowledge   of   computers   and   the   following   software   programs     

a.   Microsoft   Office     

b.   QuickBooks     

4.   Must   work   well   with   others   and   have   excellent   communication   skills   

5.   Must   be   detail-oriented     

6.   Must   have   good   organizational   skills     

7.   Must   be   a   team   player     

8.   Must   show   initiative     

  

  

To   apply   for   this   opportunity,   please   send   your   resume   and   a   cover   letter   to   

bwbcboard@gmail.com.   

  

  

  

  

  

  


