
Unitarian Universalist Fellowship of Raleigh 

Position Title: Finance Director 

Reports to: Lead Minister 

Effective Date: March 2016 

Directly supervises: Not applicable. 

Job Status: Permanent part-time (approximately 10 hours per week). Note: Hourly 
employees may not work more than the maximum number of scheduled hours without 
advance, written approval of their supervisor. Because this position is less than half-
time, it does not include eligibility for health insurance, retirement (other than 
Social Security and employee contributions), paid time off, or other employee 
benefits (other than workers compensation insurance). Compensation is 
approximately $18.00 to $20.00 per hour depending on qualifications, experience, 
and performance. 

Work Schedule: As determined by the Lead Minister. In general, the Finance 
Director is expected to work on-site at least two days each week and to be flexible 
enough with respect to work schedule to be available when needed to process 
payroll, payments, deposits, reports in a timely fashion. 

FLSA Status: Not exempt. 

Job Summary 

The Finance Director is responsible for all aspects of the Fellowship’s financial 
operations including stewardship, accounts receivable, accounts payable, payroll, 
banking, tax, and budget.  

Accountability  

The Finance Director is directly accountable to and supervised by the Lead Minister. 
The Finance Director is also expected to work closely and cooperatively with the 
Treasurer, Finance Committee, Stewardship Committee, other lay leaders, and UUFR 
staff as necessary and appropriate.  

Essential Functions: 

1. Enter individual contributions and other payments or revenues received into the 
accounting database weekly or as needed.  

2. Maintain accurate records of financial pledges and contributions from members, 
friends, and other individuals, send pledge/contribution statements, and 
generate pledge/contribution reports periodically.  

3. Write checks for authorized payments weekly or as needed for approval by 
Treasurer.  



4. Maintain accurate and adequate records and supporting documentation for all 
payments. 

5. Process employee payroll (semi-monthly) checks and enrollment/payments for 
employee benefits (e.g. retirement, health insurance, disability insurance, etc.).  

6. Process and file tax returns (FICA, federal and state income tax withholding, NC 
sales tax refund, etc.).   

7. Enter approved budget data into the accounting system. 

8. Create, maintain and revise as needed and in consultation with Treasurer and 
Lead Minister charts of accounts for assets, liabilities, income, contributions, 
expenses, etc. for all funds.  

9. Reconcile bank statements for all bank accounts monthly and generate 
reconciliation reports for review by Treasurer and Lead Minister. 

10. Produce income and expense reports, balance sheet reports, and other financial 
reports monthly or as needed and as requested by Treasurer, Lead Minister, lay 
leaders, or staff.  

11. Attend and participate actively in regular staff meetings, staff retreats, and other 
Fellowship events or activities as necessary and appropriate. 

12. Perform other functions and duties as required by Lead Minister. 

Minimum Qualifications 

1. Bachelor’s degree in business administration, accounting, or similar field or at 
least two-years’ experience in accounting or bookkeeping.  

2. Familiarity and competency with church accounting software or the ability to 
become proficient within a relatively short period of time. 

3. Competent in use of personal computer, including software for word processing, 
spreadsheet, database, and email. 

Physical Requirements 

1. Able to communicate (verbally and in writing) in English. 

2. Able to perform light office work.  

  



Core Competencies 

1. Organization. Able to organize documents, reports, statements, etc. in a way that 
enables them to be located when needed and properly preserved and 
maintained.  

2. Planning. Able to accurately assess the feasibility of projects and tasks, to set 
clear objectives and goals, to develop well-thought-out plans and schedules, to 
anticipate and make adjustments when problems or roadblocks are 
encountered, and to evaluate results and measure performance against 
established goals.  

3. Interpersonal relationships. Relates well to all kinds of people, builds appropriate 
rapport, builds and maintains effective and constructive relationship, uses 
diplomacy and tact. Works with staff and others as a team player. Sets and 
respects appropriate boundaries in the workplace. Abides by the UUFR staff 
covenant. 

4. Honesty, trust and integrity. Is trusted by staff, lay leaders, members and friends. 
Is honest and direct. Maintains confidences. Admits mistakes. Acts honestly, 
ethically and professionally at all times.  

5. Judgment and discretion. Exercises good judgment and common sense at all 
times.  

6. Accuracy and attention to detail. Enters financial information with a high degree 
of accuracy. Pays attention to detail in entering financial data in order to 
minimize mistakes and errors. Checks and double checks work when needed. 

7. Diligence. Devotes sufficient energy, attention, and passion to the job so that 
work is completed in a timely manner, effectively and efficiently, and 
professionally. 

8. Adherence to policy. Complies with applicable policies and procedures. 
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