
Job Description: Part-time Accountant  

Start Date: Negotiable 

Relationships: Reports to the Business Administrator 

 

Augustana Lutheran Church seeks an experienced professional to provide accounting functions in support of Augustana and 
its ministries. Augustana is a congregation of the Evangelical Church in America (ELCA) that actively works with local service 
organizations and global partners. Augustana in known in West St. Paul and surrounding communities for its great generosi-
ty and financial stability.  

  

A.  Primary Function: The Accountant is responsible for providing accounting functions in support of Augustana Lutheran,  
in accordance with the adopted financial policies and procedures of the Congregation. 

 

B.  Line of Responsibility: The Accountant is responsible to and reports to the Business Administrator (BA).  
 

C.  Areas of Responsibility: In accordance with the adopted policy and procedures, the Accountant has the following    
responsibilities: 

 

1. Prepare monthly financial statements 

 Compile, retrieve, and update accounting information on computer in an efficient manner. 

 Prepare and input month-end journal entries for all deposits and adjustments as necessary. 

 Work with the Financial Secretary to provide accurate reporting of all receipts.  

 Generate, review for accuracy, and distribute to staff, monthly financial statements, including accounting detail 
of their area of responsibility. 

 Balances and reconciles bank accounts monthly. 

 

2. Bill payments  

 Review all invoices and check requests for proper attachments, authorizations, and account numbers. 

 Review monthly credit card statements and ensure supporting documentation from each cardholder matches 
the statement. 

 Print computerized checks and have BA and/or Senior Pastor review the bill and sign checks. 

 Prepare and submit accounts payable in a timely manner. 

 Maintain all relevant documentation on financial disbursements, including authorized invoices, contracts and 
receipts, in a neat orderly manner. 



3. Payroll 

 Prepare and process payroll in accordance with legal requirements, using contracted payroll service to provide 
bimonthly and monthly payroll checks to staff. 

 Secure appropriate documentation for new employees including authorization for payment from BA or Senior 
Pastor, W-4, I-9, and direct deposit authorization from new employee. 

 Process employee expense payments in compliance with policy and legal requirements.  

 Provide reporting of payroll and other taxes as required by law. 

 

4. Prepare financial and analytic information and reports  

 Develop and prepare reports for budget development and program analysis as requested by the Business     
Administrator. 

  Provide all year-end documentation requested by Auditors. 

 Prepare quarterly summaries of actual/budget by program for monitoring of financial performance.  

·  

  5. Assist the Business Administrator with the administration of employee benefits and Worker’s Compensation          
insurance. 

  6. Maintain/update finance and personnel policy manuals; recommend best practices and system changes as necessary  
to the BA. 

  7. Manages software tools necessary to carry out bookkeeping and benefits administration. 

   8. Provide information for annual reports to the congregation, Synod, and ELCA. 

  9. Perform other responsibilities as assigned to accomplish accurate reporting of the church financial matters. 

10. Respects and positively represents the ministry of Augustana Lutheran Church to its congregation, staff, and larger 
community. 

 

D. Qualifications: 

1. AA degree in bookkeeping, accounting, finance, or equivalent; BA or MBA a plus. 

2. Knowledge of bookkeeping and proficiency with Generally Accepted Accounting Principles (GAAP). 

3. Minimum of two years of experience as an accountant in the areas of responsibility outlined. Church experience    
desired. 

4. Proficient with accounting software and Microsoft Office, including Word and Excel. Experience with ADP or other 
payroll software. 

5. Knowledge of payroll procedures, taxation, reporting requirements, and best practices. 

6. Ability to organize and prioritize work. Analytic skills and experience a plus. 

7. Ability to maintain confidentiality. 

 

To Apply: Send cover letter and resume to Brandt Richardson, Business Administrator at brichardson@augustana.com. 
Applications will be accepted until the position is filled.   

mailto:brichardson@augustana.com

