
Accounting/Office Administrator Job Description 

Principal Function  

The Accounting/Office Administrator (From here on known as the AOA) is responsible for all 

accounting procedures: accurately monitoring and processing all expenditures, all contributions, 

and monies received for all administrative and allocated ministries. These duties include 

bookkeeping, (accounts receivable, accounts payable, payroll), maintaining the Servant Keeper 

membership software, ordering supplies, spreadsheets for documenting finances and budgets for 

Central Park Christian Church. The AOA will also meet daily administrative needs for the 

pastoral staff, church body, and leadership of the church as needed. The AOA must support the 

Vision, Mission, and Core Values and agree with the Statement of Faith of Central Park 

Christian Church. (At the end of job description.) 

Qualifications  

1. A heart for working in the church, more specific, within our special community  

2. Ability and willingness to work with people from both urban and rural backgrounds  

3. Ability to communicate well with community people of all ages, gender, and race 

4. Ability to communicate well with all members of the church  

5. A commitment to teamwork with the pastoral staff  

6. Must be a self-starter, exercising initiative and judgment  

7. Must be able to primarily work independently, but at times with direct supervision 

8. A degree of organizational, and administrative abilities  

9. A good sense of humor is helpful, and desirable 

10. Must be able to pass a background check 

11. Must have training or practical experience in financial and administrative duties and a 

desire for continued training and growth in these areas 

12. An associate degree in accounting/business is preferred, but may not be required (we 

will take into consideration experience) 

 

 



Working Relationships  

1. The incumbent will report to the Senior Pastor and is ultimately accountable to the 

elders  

2. Incumbent will work with all pastors, staff, elders, church leaders, and church 

members 

3. Work with and be a liaison between the church and other community organizations, 

people, and resources that relate to the finances and administration of the church 

Spiritual Requirements  

1. A vital relationship with the Lord Jesus Christ  

2. Agree with the statement of faith  

3. Must be full of the spirit and wisdom (Acts 6:3)  

Requirements and Responsibilities of the Position  

1. Must have a solid knowledge of IRS laws as pertaining to not-for-profits such as a 

church 

2. Must have a knowledge of Microsoft word, excel, and publisher as well as 

QuickBooks 

3. Must be able to maintain the church checking ledger 

4. Must be able to meet deadlines 

5. Must be able to work in a joyful environment, but adapt to the stresses that can come 

with working inside the church 

6. Must be able to pass a background check  

Duties of the position  

1. A 40-hour work week is expected  

2. Hours are reported biweekly to the Senior Pastor  

3. Adhere to the policies of CPCC and to the direction of the Elders and Senior Pastor  

4. As requested, report to the Elders the status of church finances 



5. Develop and oversee a yearly budget with the Senior Pastor and Elders of CPCC and 

track expenditures for all ministry departments 

6. Able to maintain confidentiality regarding congregational giving and other sensitive 

matters. 

7. Attend weekly staff meetings for prayer, planning, and sharpening leadership skills; 

work with the elders/staff to develop strategies to accomplish the vision of the church  

8. Other duties as assigned by the Senior Pastor or Elders and defined in full job duties 

guide and training 

Who We Are  

Vision  

Discipling in the heart of the city for freedom in Christ. 

Mission  

Mobilizing and partnering disciples to fulfill God’s passion to save and transform lives. 

Core Values  

Because the Bible is our final authority:  

1. We are dedicated to prayer and the leading of the Holy Spirit  

2. We pursue unity with integrity  

3. We seek the lost with love and respect  

4. We invest relationally in individuals, families, and the next generation  

5. We teach and equip disciples for service  

6. We intentionally pursue inter-generational community  

7. We are faithful stewards of God’s resources  

 

 

 



Statement of faith  

1. We believe the original writings of the Old and New Testament Scriptures to be the 

inspired, the only infallible, authoritative Word of God.  

2. We believe in one God, eternally existing in three Persons, Father, Son and Holy 

Spirit.  

3. We believe in the deity of the Lord Jesus Christ, begotten by the Holy Spirit, born of 

the Virgin Mary, true God, and true man. 

4. We believe in Jesus’ sinless life, His miracles, that He died for our sins according to 

the Scriptures, in His bodily resurrection, in his ascension to the right hand of the Father 

to be our mediator and in his personal return, bodily and visibly, to establish his kingdom.  

5. We believe in the bodily resurrection of the just and the unjust, the eternal blessedness 

of the saved and the everlasting separation from God of the unsaved.  

6. We believe that salvation is indeed a gift from God. We are saved through our faith in 

the Lord Jesus Christ – it is not through any human efforts but by God’s grace.  

7. We believe in the ministry of the Holy Spirit by whose indwelling and regenerating 

power the believer is enabled to live a Godly life.  

8. We believe that each believer, all who are saved, should demonstrate their faith in 

Jesus Christ by obediently following Him in the act of baptism, thereby signifying 

Christ’s death, burial, and resurrection.  

9. We believe that the Christian is not to be conformed to this present world but is 

transformed in such a way that Christ lives through the believer and that life will be pre-

eminently characterized by a life of faith, truth, purity, and love.  

10. We believe the Church, ordained by God, is commissioned by Him to evangelize the 

world by every believer being a witness to the unsaved, proclaiming Jesus Christ as Lord 

and by living as His servants among all men.  

 


