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DISTRICT FINANCE COORDINATOR  

 

The Finance Coordinator will be responsible for preparation of all financial information for the District and 

work with local church treasurers to ensure their processes are sufficient. 

 

Schedule: This is a part-time position with hours of 8:00 a.m. to 4:00 p.m. Monday & Tuesday and 8:00 a.m. 

to Noon Wednesday.  Additional hours may be required during peak times and there is some flexibility in the 

schedule. Starting pay is $18.00 per hour. No benefits provided. 

 

Spiritual Requirements:  

1.  Professes Jesus Christ as Lord and Savior.  
2. Active faith within a Christian faith community with significant knowledge of, or willingness to learn about, 

United Methodist beliefs, practices, and organizational structure.  

3.  Commitment to personal spiritual growth through regular study of scripture and prayer.  

4.  Considers this position a ministry calling, not simply a job.  

5. Demonstrates the fruit of the Spirit (love, joy, peace, patience, kindness, goodness, faithfulness, 

gentleness, self-control) as a byproduct of a growing faith.  

 

Responsibilities 

1. Record all financial transactions into the accounting system, reconcile bank accounts, prepare financial 

reports, maintain historical data 

2. Attend Leadership Team meetings to answer questions about district spending 

3. Assist Grants Coordinator in processing grant applications 

4. Prepare payroll for district staff including pension and tax reporting 

5. Process all accounts payable transactions 
6. Maintain contact with local church treasurers to ensure proper accounting processes are in place and 

answer questions as they arise 

7. Work with West Ohio Conference Treasurer’s office and other District finance coordinators 

8. Review and prepare annual budget 

9. Review and manage investments 

10. Research & assist in managing local church property issues 

11. Support Administrative Assistant with preparing E-newsletter and maintaining website 

12. Support Administrative Assistant and District Superintendent with other duties as assigned 

 

Skills Necessary 

1. General Bookkeeping and Accounting knowledge 

2. Proficient with MS Office—Excel, Word, Publisher, Outlook 

3. Comfortable with computers and willing to learn Accounting software (Great Plains) and Database 

software (Civi CRM) 

4. Willing to learn website programming and email marketing program 

5. Communication skills—comfortable with public speaking, conversations with local churches 

6. Flexible—willingness to adjust schedule and priorities as necessary 

7. Trustworthy—commitment to confidentiality 

8. Self-starter , Problem solver, team player, organized and detail-oriented 

 


