The First United Methodist Church of Ypsilanti
Job Description

Bookkeeper

The First United Methodist Church of Ypsilanti is currently looking to fill the position of Bookkeeper effective immediately. This position is 12-15 hours/week. We are seeking to hire an individual who has a passion for church ministry and is willing to work collegially in a socially progressive, mission focused congregation. Qualified applicants are invited to apply for this position.

About the Position
Responsible for maintaining data in our finance module, reviewing vouchers, reconciling multiple checking accounts, and preparing financial reports. Be able to work closely with the Lead Pastor, Church and Communications Administrator, and Financial Planning and Analysis (FP&A) Team. The bookkeeper plays a key role in the effective business of the church.

Duties include (but are not limited to): entering monthly electronic payments and other monthly items into the finance module, balancing checking accounts, attending the monthly finance meeting, reviewing the weekly offering deposits, reviewing vouchers, and monitoring employee payroll and retirement deposits.

At least three (3) years of bookkeeping experience is required. Experience with the Shepherd’s staff software is desired but not required. Should be adept with Microsoft Excel. College coursework or degree preferred; high school diploma required.


A full job description is available after initial screening. To inquire or apply for this position provide a Letter of Interest and a Resume to the Lead Pastor, Cori Clevenger, at pastorcori.umc@gmail.com. Interviews and offers will be made when suitable candidates are found.
