Madison United Methodist Church
304 Eagan Ave N
Madison, SD 57042
605-256-2162
Office Assistant I/Bookkeeper

I. Position Information: 
•This position will provide administrative support and financial information to the pastors, staff, and the various 
committees and church groups in a positive and professional manner. 
•Assist with designing and publish printed and electronic materials. 
•Prepare and maintain accurate financial documents and records. 

II. Qualifications:
•Effective oral and written communication skills with attention to detail, knowledge of standard office 
procedures, and proficient computer skills
•Warm, welcoming, and professional personality
•Willingness to continue developing computer and publishing software skills and expertise
•Willingness to continue developing financial database skills and expertise
•High School diploma or GED required, college preferred 
•Strong Commitment to maintain confidentiality

III. Responsibilities:
A. Office Assistant I: 
	1) Represent the church in a positive and professional way to members, visitors, and general public 
	2) Answer phones, take accurate messages and distribute in a timely manner
	3) Utilize Microsoft Word, Publisher, PowerPoint, Excel, Outlook, and Church Windows software
	4) Data entry in Church Windows, i.e., membership, and contributions, etc.
	5) Assist prepare and distribute all church publications, including bulletins, newsletters, meeting minutes 
and notices, correspondence, charge conference report, directories, etc.
	6) Proofreading printed, electronic, and audio-visual materials
	7) Maintain records, including membership records, updating addresses as necessary, written and 
electronic correspondence 
	8) Help coordinate church calendar, activities, and building use
	9) Notify the custodian(s) of any unusual cleaning, maintenance work, or special arrangements that 
might be required
	10) Provide building usage policies when needed
	11) Compile the annual statistical reports in consultation with pastor(s)
	12) Coordinate maintenance of all office equipment and computer networks	
	13) Attend staff meetings 
	14) Complete weekly Vital Signs 

B. Bookkeeper 
	1) Supervise and assist with counting the offering with person(s) named by Finance Committee, and 
supervise entry of contribution data into Church Windows
	2) Prepare and distribute weekly offering report 
	3) Make deposits 
	4) Assist with setting up Electronic Funds Transfers
	5) Train volunteers to use Church Windows Contribution software
	6) Accounts Payable:	
		a. Enter invoices into Church Windows 
		b. Get proper approvals for payment through voucher system
		c. Maintain electronic bill pays
d. Print checks, paystubs, bills paid, etc. as needed
	7) Payroll:
		a. Collect time sheets bi-monthly
		b. Enter pay data into Church Windows
		c. Manage direct deposit 
	8) Reconcile all bank accounts; Submit to treasurer for review
	9) Prepare monthly financial reports for Finance Committee, month-end reports for committees and 
other reports as requested; assist with creating budget
	10) Attend Finance Committee Meetings
	11) Monthly and Quarterly Federal Tax Reports and annual state tax report
	12) Prepare W-2’s 
	13) Maintain accurate financial records
	14) Distribute treasurer and balance reports 
	15) Prepare and distribute quarterly and annual contribution statements 
	16) Prepare annual budget materials in consultation with Finance Committee, Church Council, and 
pastors

Compensation:
•Determined by the Staff Parish Relations Committee with consultation from the Finance Committee
•Wages paid bi-monthly (15 and last day of the month)
•Personal Time off accrued at a rate of 2.0 hours per pay period for the first three years. Starting on the 
anniversary of 3rd year, the accrued vacation rate is 4.0 hours per pay period. Maximum of 80 vacation hours can be accrued. Use it or lose it. 
•Requests for Personal Time off need approval of the pastor 
•Paid holidays include: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving, and 
Christmas Day. 

Immediate Supervisors: 
•Pastor(s)
•Madison United Methodist Church Staff Parish Relations Committee

Termination of Services:
Should the Office Assistant I/Bookkeeper wish to terminate this relationship, at least one months’ notice shall be given in writing. In order to receive compensation for accrued vacation; vacation time may not be utilized in final month of unemployment. Final compensation including accrued vacation will be paid in the final pay period. 

Hours: Approximately 15 hours per week

Approved: 												
	       Chair, Staff Parish Relationship Committee			Date


	      												
	       Pastor							Date


 	      												
	       Administrative Assist I/Bookkeeper				Date 
Adopted August 10, 2022

