
Job Description 
Bookkeeper / Finance Manager (Part-Time) 

  
First United Church of Christ of Northfield—an Open & Affirming, Just Peace, Immigrant 
Welcoming Congregation—is seeking a part-time Bookkeeper / Finance Manager. The 
Bookkeeper / Finance Manager organizes operations and procedures to ensure financial 
effectiveness and efficiency in the ministry of the church. This position reports to the Senior 
Minister. 

  
Responsibilities: 
·​ Create and/or maintain financial systems and databases 
 
·​ Input all donations, tracking each individual or family’s pledging and giving 
 
·​ Check bills for accuracy and to determine what budget line or account pays them 
 
·​ Prepare and enter all bookkeeping entries and account reconciliation 

 
·​ Prepare or requests checks, to be approved by the church Treasurer 
 
·​ Create monthly reports of actual versus budget spending, etc. 
 
·​ Assist members in navigating Breeze (our church management software) and any 

other help they need to make donations 
 
·​ Perform administrative tasks as needed for lay leadership 
 

·​ Participate in staff meetings and Trustee meetings as requested 
 
·​ Other duties as assigned 
 
Qualifications: 
 

·​ Education and experience in bookkeeping and knowledge of accounting practices 
 
·​ Proficient computer skills, including, but not limited to, the use of Google Workspace, 

Excel, and database management software 
 

·​ Ability to maintain confidentiality, to work effectively with all types of personalities, be 
responsive to the needs of volunteers, and collaborate well with other church staff and 
members. 

 
·​ Excellent communication skills. 

 



·​ Self-starter, able to work independently, ability to prioritize work 
 

·​ Patient, good-natured, good with people 
 

·​ Excellent time management skills 
 

  
  
Work Schedule: 

This is a part-time position 5-10 hours per week. Schedule is flexible but daytime hours are 
required.  

 

To Apply – Please send a resumé and cover letter explaining what personal qualities and 
experiences you bring that will make you an excellent candidate for this position.  

 
 
 
First UCC is an Equal Opportunity Employer. People of all races, genders, gender expressions, 
sexual orientations, and socioeconomic backgrounds are encouraged to apply. Send resume and 
cover letter via Indeed or to seniorminister@firstucc.org by Feb. 15. No phone calls please.  
 

mailto:seniorminister@firstucc.org

