“Business Administrator”

Job Description

JOB SUMMARY
Implementation of financial planning and tracking - This involves support to the Senior Pastor and Board through regular reporting of the church’s financial status.  Leadership in the development or supervision of processes supporting reimbursements, weekly offerings, special donations, tracking of fixed assets, payment of invoices, completion of receipts, annual budgeting, and variance tracking and summary reporting. 
DUTIES AND RESPONSIBIUTIES

· Coordinate development and preparation of the church budget, monitoring and controlling expenses by reviewing all expenditures, (including but not limited to capital expenditures) and disbursements.

· Ensure that appropriate and accurate accounting and membership records are maintained including: accounts payable and receivable; payroll; general ledger; monthly income statement and balance sheet; bank accounts; investment and tax reporting; individual contribution records; membership statistics.

· Supervision of equipment – Responsible for organizing, communicating and implementing equipment use policies to ensure that equipment is properly maintained and prepared for use for the various events during the week.

· Resources the team for production of written materials – Schedule resources and ensure production of weekly bulletins, fliers, teaching materials, outreach ads, etc, in support of the pastors and leaders. 

· Oversight of website – Coordinate development and updating of the church website as requested by the pastors/leaders via oversight of members providing professional and technical work.

· Coordination of insurance, contracts, etc. – Organize, obtain approvals, implement contracts and effect payments to insure that the church has appropriate coverage in place for commercial property & casualty insurance, disability and health insurance, maintenance of facilities, purchasing of supplies, and use of volunteers and contractors.

· Coordinate and monitor purchasing of equipment, furnishings, supplies, and other items.

· Plan, implement and maintain accounting systems, practices, internal controls and procedures to fulfill the financial objectives of the church.

· Coordinate the development and preparation of the stewardship and development programs of the church including, but not limited to: Faith Promise; stewardship of accumulated resources; bequests/memorials; deferred giving; trust funds; tax and estate planning.

· Administer investments of in accordance with church policies, federal and state regulations.

· Maintain and review the investment portfolio of the church, making recommendations to the senior pastor and trustees regarding appropriate investments, safety, liquidity, and rate of return.

· Provide supervisory direction in researching new business procedures, information systems, financial programs and salary/benefit surveys.

· In coordination with the Church Board and Church Treasurer, research, evaluate and prepare all financial commitments.

· Coordinate and manage risk exposure of the church by ensuring appropriate and adequate insurance coverage including, but not limited to: workers’ compensation; property/casualty; liability; group benefits.

· Supervise the coordination and scheduling of campus facilities.  

· Work with the Executive Pastor and Personnel team to implement personnel policies and procedures of the church.

· Maintain accurate and up-to-date personnel files.

· Administer the training and assist the equipping of the Ministry Support department by encouraging teamwork and mutual support while providing leadership to staff and volunteers who work in the department.

· Help establish departmental goals and objectives by prioritizing related  programs, managing facilities use, planning appropriate budgets, delegating tasks and evaluating progress regularly in conjunction with assigned staff.

· Work with Executive staff and appropriate committees as needed in conducting the operational services of the church.

EXPECTATIONS

· Attend pastoral staff meetings and retreats.

· Attend Church Board meetings as a resource for information purposes.

· Cooperate with Senior Pastor and Executive Pastor by performing other appropriate duties when asked to do so.

· Coordinate and train all departments on data entry for tracking and fulfilling the churches mission

· Maintain and keep current the database for the church, including all church mailing lists, membership, Sunday School rosters, specialized mailing lists, spiritual gifts, others as directed, and as stated below.

· All Church Mailing, list is to be updated weekly with addition of new names, deletions, corrections, and/or as directed.

· Membership is to be (Kept) current and (along with timely response to) all requests for transfers are to be handled in a timely fashion.  This includes transfers for membership both in and out.

· Small Group rosters are to be maintained and updated weekly and monthly.  This will include a physical inspection of the rosters along with coordinating with the Christian Education person, Youth and Children’s pastors, as necessary.  This is to be completed by the first Sunday of each Month.

· Develop equip and maintain specialized mailing, e-mail, and phone lists for various ministries of the church.

· Assimilate and maintain Spiritual Gifts data to assist and fill the various area ministry needs.  This will include the mailing and assimilation of the spiritual gifts inventory, entering the person’s top three gifts into the data system, and listing the areas of ministry. 

· Ensure that data is entered in the system on Monday as scheduled.

· Serve as support person to the Assimilation Pastor.

· Serve as Accounts Receivable Coordinator for the church.  This includes all mid-week monies received in the church office.

· Ensure that all quarterly and year-end giving statements are mailed to all contributors on a timely basis.

OTHER

An extremely important aspect of this position is the spiritual character and integrity of the individual who fills it. The Financial Administrator should also demonstrate administrative skills, be a team leader, possess spiritual sensitivity, and exhibit these qualities in everyday life. The Financial Administrator acknowledges the responsibility to act in the best interest of Southside Nazarene at all times and is expected to conduct his/her private and public life in a manner, which will not embarrass the church. The Financial Administrator is expected to have and, by his/her lifestyle, demonstrate daily a vital experience of salvation, baptism, and sanctification. The Financial Administrator is to share his/her faith, promote the spiritual good of the church, serve the community, and express the love of God to those with whom he/she has contact.
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