
Financial Administrator (Part-Time) 
 
We are seeking a detail-oriented and trustworthy Financial Administrator to 
support the financial ministry of our church. This role is responsible for 
maintaining accurate financial records, managing confidential financial 
information, and helping ensure the church's financial operations run smoothly. 
The Financial Administrator works closely with the Church Treasurer, Senior 
Pastor, and Administrative Assistant as part of a collaborative team. This is a year-
round, part-time salaried exempt position without benefits. Workdays and hours 
are flexible and will be arranged with the Senior Pastor. 
 
Qualifications: 

• Degree in Accounting with at least five years of accounting experience, or 
equivalent experience demonstrating the knowledge and skills needed for 
the position. 

• Experience with budget preparation, designated funds, and financial 
reporting. 

• Proficiency in, or willingness to learn, Church Windows, Microsoft Office 
(especially Excel), VANCO Online Giving, Gusto Payroll, AAtrix  

• E-file, and Gmail and any other necessary software. 
 
Requirements: 

• Ability to maintain strict confidentiality and handle sensitive financial 
information with integrity. 

• Completion of Safe Sanctuary Training. 

• Successful background and credit check 
 
For more information, email sprc@blufftonumc.org 
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