Finance Administrator
3-5 hours/week

Christ on Capitol Hill (COCH) is seeking candidates for the position of Finance Administrator.
This is a flexible part-time hourly position, approximately 3-5 hours per week. Most work may be
done remotely if desired, but the role does necessitate at least two office visits per month for the
cutting of checks. Usual hours can be negotiated at the time of hire to be accommodating to the
needs of the applicant; there is also one thirty-minute evening zoom meeting per month.
Applicants for this role should be detail-oriented and have demonstrated experience in finance
and familiarity with church and/or non-profit organizations.

COCH is a diverse, welcoming, and inclusive community, and thus we seek a broad spectrum of
employees. We strongly encourage and welcome applicants who are Black, Indigenous, or
People of Color, as well as those who are from other underrepresented communities.

Responsibilities:

e Administer all Accounts Payable; this includes bill payments, benevolence payments,

and check requests

e Maintain data entry within QuickBooks, including documenting expense transactions,
deposits, and completing monthly bank statement reconciliation
Administer Payroll through Patriot software in collaboration with Clergy Financial
Produce and distribute quarterly donor statements via Servant Keeper
Assist Council Treasurer in creating financial reports
Attend monthly Finance Meetings

Qualifications & Requirements:

e Ability to manage multiple tasks and deadlines
Demonstrated skills in budget management
Competent and comfortable navigating technology systems
Demonstrated proficiency with QuickBooks
Experience with payroll and/or donor software is preferred
Experience in a non-profit or church environment is preferred

Compensation: $22-$27/hour, commensurate with experience

How to Apply: Send cover letter and resume to the attention of Pastor Joy McDonald Coltvet,
c/o Office Manager at office@christoncapitolhill.com. Applications will be reviewed on a rolling
basis.



