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Pearce Church
Job Description

	Position Title
	Department
	Reports to

	
Accountant and Business Manager

	Administrative-Office
	Lead Pastor

	Employment status
	FLSA status
	Effective date

	
|X|  Full-Time          |_|  Part-Time
 
|_|  Temporary

	
|_|  Exempt

|X|  Non-Exempt

	



Position Summary
The Accountant and Business Manager is responsible for overseeing the financial operations and business functions of the church and Pearce 4 Kids Child Care Center. This role ensures accurate financial reporting, compliance with regulatory requirements, and effective administration of payroll and financial systems. The position supports the church’s mission by maintaining strong stewardship, accountability, and operational excellence.

Essential Duties and Responsibilities 

Financial Management & Reporting
· Oversee and process all financial transactions for Pearce Church and Pearce 4 Kids, including Income tracking and deposits, accounts payable and receivable, data entry and financial recordkeeping, and bank reconciliations 
· Maintain organized and accurate financial record systems 
· Prepare regular financial reports for leadership and governing bodies 
· Assist with budget tracking and financial analysis 
· Lead audit preparation and ensure all supporting documentation is complete and accessible 

Payroll Administration
· Oversee and manage the payroll system for all employees, ensuring accurate and timely payroll processing 
· Maintain secure payroll records in compliance with applicable laws and regulations 
· Coordinate with Director of PR & HR on functions to ensure proper employee classification and compensation documentation 
· Oversee administration of 403(b) retirement plans
· Track childcare benefit utilization 
· Manage unemployment claims and related documentation 
· Ensure compliance with all federal, state, and local financial and employment regulations 

General duties
· Maintain strong communication with ministry staff, volunteers, and the congregation
· Serve on the Operations Team and report to the Board as requested
· Maintain strict confidentiality of church and staff financial, personnel, and operational information
· Perform other duties as assigned

Qualifications:
· A committed Christian who models a healthy, Christ-centered personal and family life
· Membership or regular attendance at Pearce Church or another Free Methodist Church preferred
· Bachelor’s degree in accounting, finance, or related field (or equivalent professional experience) 
· Experience in financial management and payroll systems preferred 
· Proficiency in Microsoft Office, particularly accounting and payroll software
· Familiarity with nonprofit or church financial practices is a plus 
· Strong attention to detail and good communication and organizational skills 
· Demonstrated integrity and the ability to handle confidential information with discretion 
· Pass a background check


Physical and Emotional Requirements
· The position requires 30 hours per week of work, with duties performed primarily onsite at Pearce Church
· The employee is regularly required to sit and talk or hear
· The employee is frequently required to walk and use fingers
· The employee is required to stand and reach with hands and arms
· The employee must be able to work at a computer for extended periods and read both printed materials and on-screen data
· The employee must be able to maintain composure, exercise sound judgment, and make clear decisions in stressful or time-sensitive situations
· The employee may have to lift up to 25 lbs. daily
· Pass a background check

Evaluation and Compensation

The Accountant and Business Manager reports to and will be annually reviewed by the Lead Pastor. Compensation is reviewed annually by the Lead Pastor and the Personnel Committee and submitted to the Pearce Church Board for approval.

I have read and received a copy of my job description. I understand this description in no way states or implies these are the only duties to be performed by the employee of this position. Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by any person authorized to give instructions or assignments. All duties and responsibilities are essential functions and requirements and are subject to possible modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the employee will possess the skills, aptitudes, and abilities to perform each duty proficiently. Some requirements may exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others. The requirements listed in this document are the minimum levels of knowledge, skills, or abilities. This document does not create an employment contract, implied or otherwise, other than an at-will relationship. 

Reviewed with employee by:
Signature: ________________________________________________________________________________________
Name and Title: ___________________________________________________________________________________
Date: ____________________________________________________________________________________________

Received and accepted by:
Signature: ________________________________________________________________________________________
Name and Title: ___________________________________________________________________________________
Date: ____________________________________________________________________________________________

Pearce Church/Pearce 4 Kids is an equal opportunity employer, drug-free workplace, and complies with ADA regulations as applicable. 


|_|  Copy to Employee File
|_|  Copy to Employee
