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Investment 

 Maintain recordkeeping of Church investment accounts, including recording all 

purchases, sales and investment earnings, as well as reconciliations. 

 Maintain investment pooling schedules to ensure proper allocation of investment activity.  

 Maintain and report activity for temporarily and permanently restricted net assets, 

including allocation of investment activity.    

 

Others 

 Lead the annual closing of the books and ensure a smooth audit process with the outside 

auditors. 

 Participation and follow-up on all related financial matters, as directed by the Senior 

Pastor and COO/CFO. .  

 Maintain and update Standard Operating Procedures for Accounting Department.  

 Prepare reconciliations of revenue and outstanding pledges and receivables. 

 Maintain Pledge Processing Procedures and Policy and Procedures for Loose Collections.  

 Compliance with Tax related Issues such as 1099’s, W2’s and NYS45, as well as 990-T, 

if necessary.  

 Maintain all other reconciliation duties. 

 

 

Skills and Training Required:  

 

 Accounting degree, BA and at least 5-8 years of professional experience. CPA preferable.  

 Proficiency in computer skills, including Word and Excel, and fund-based accounting 

software. Experience in ACS Technologies System is a plus.  

 Experience in not-for-profit accounting and reporting.  

 Strong interpersonal skills.  

 Ability to explain accounting/financial matters to non-financial members and committees 

of the church and school. 

 Proficient in managing multiple tasks, flexible in accepting additional responsibilities, 

and adept in exercising discretion and setting priorities.  

 Possesses and applies a broad knowledge of accounting principles, practices and 

procedures to the completion of difficult assignments.  

 Works with minimum supervision, conferring with COO/CFO, and others – including 

multiple organizational volunteer committees, as appropriate.  

 Assignments require originality and ingenuity, as well as attention to detail and precision 

in account reconciliation and report generation.   

 

 

Additional Essential Qualifications:  

 

Controller must demonstrate a commitment to confidentiality, good interpersonal relationships, 

teamwork and support of Church and schools ministries. Must possess commitment to understand 

the organization’s work. 

 

 

 

 

 


