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Job Description: Financial Administrator

Position Summary: 
The Financial Administrator will carry out bookkeeping duties, administrative tasks, and assist with donor relations

Reports to:  Executive Director

Time Commitment: Approx. 15 hours/week (this is a shared position)

Job Specific Qualifications:
· Be a committed Christian who demonstrates a personal relationship with Jesus Christ as Savior and Lord.  
· Be an active member, in good standing, with a local church.
· Strong qualities of spiritual leadership, discipleship, and ability to encourage staff and volunteers.
· Strong interpersonal skills, oral and written communication skills, organizational, and basic computer skills, excellent attention to detail.
· Demonstrated decision-making, problem-solving, planning, and implementation skills.
· Demonstrated maturity, stability, confidentiality, and initiative resulting in the ability to carry out responsibilities with minimal supervision.
· Demonstrate knowledge and use of QuickBooks accounting software and understand basic accounting principles to perform the duties of financial administration.

Physical Requirements:
· Must be able to lift and carry 25+ pounds up to waist high level.
· Must be able to bend, stoop, crawl, walk, reach, climb on a step stool or ladder, climb stairs, and be able to be sedentary or stand 50% of the time.
· Must be able to hear, see, and speak in order to communicate with clients and volunteers efficiently.

Responsibilities

· Financial Administration:
· Manage Accounts Payable
· Enter Invoices into QuickBooks and pay bills in a timely fashion
· Post Visa Expenses to the correct account item
· Record checks and make weekly deposit
· Record all credit card and direct deposit donations
· Manage All aspects of Payroll
· Make  payroll tax deposits
· Regularly monitor bank account balances and activity 
· Work with the Treasurer to ensure that the bank accounts are reconciled in a timely fashion.
· Assist the Treasurer to complete the following
· File Quarterly payroll tax return
· Quarterly State Unemployment Report and payment
· Prepare Annual W-2s and 1099s
· Prepare year-end contribution statements

· Administrative:
· Administer Employee Benefits
· Maintain timely communications with donors as needed regarding monthly giving, large gifts, etc
· Create a contact list of donors to thank as needed and distribute accordingly.
· Manage Donor contact information across all software programs

General Responsibilities
· Attend staff meetings
· Participate in fundraising and community events as requested by the Executive Director.
· Perform other duties as assigned by the Executive Director.


__________________________________________________________________________________________________________________________________________________________________________________________________________


EMPLOYEE ACKNOWLEDGEMENT:

I have read and understand the position description for the position I hold at Agape Women’s Clinic. A copy of the position description has been given to me for my records. I acknowledge, understand, and agree that:

1. It is to inform and assist me in the performance of my duties at Agape Women’s Clinic.
2. It does not constitute an employment contract with Agape Women’s Clinic.
3. It does not confer any rights for any employee.
4. It is subject to change at any time without prior notice.

I understand and agree that my employment with Agape WC is “at will” and may be terminated at any time, with or without cause, for any or no reason, and with or without prior notice.

SIGNATURE: ____________________________________________________ DATE: ________________________________


__________________________________________________________________________________________________________________________________________________________________________________________________________
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