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JOB NAME: FINANCE SUPPORT 
 

I. PERSONAL REQUIREMENTS: 

This person must have made a personal commitment to Jesus Christ as their Lord and Savior and must demonstrate the reality of that 

relationship through their life and testimony. This person has a Christlike attitude that is accepting and inclusive of all the diverse parts 

of the body of Christ.  This person must be self-directed, high-energy, enthusiastic and self-motivated with a history of success.  This 

person must be creative, highly organized, and effective in managing multiple priorities and assignments.  

 

II. SKILLS AND QUALIFICATIONS 

Strong oral and written communication skills; excellent clerical and mathematical skills; understanding of data privacy standards; 

superior proficiency in Word, Excel and able to handle large amounts of data related to finance; knowledge of bookkeeping and 

accounting procedures; high degree of  integrity; honesty; customer-service skills; superior concentration and attention to detail; 

organizational skills; planning skills; problem-solving skills; analytical skills; critical thinking skills; computer skills, particularly with 

spreadsheets and calculation software. This person must have proven interpersonal and conflict management skills and be able to make 

decisions in keeping with the vision, policies, and practices of Calvary Chapel Newport News. This person must be able to work in 

deadline driven situations. Additionally, the willingness to learn new skills, work as a team player, and overall 

dependability/accessibility are very important.  

 

III. EDUCATIONAL QUALIFICATIONS 

Associate’s or bachelor’s degree in business, finance accounting or related field or a high school degree with 5 or more years of 

experience in one of these fields 

 

IV. ESSENTIAL RESPONSIBILITIES:.    

1. Perform routine calculations to produce analyses and reports as requested by the Business Director and Finance Assistant 

2. Apply the basic accounting principles, knowledge, and techniques to analyze the variances and perform routine accounting activities 

3. Perform accounting calculations and computations accurately 

4. Assist with account reconciliations 

5. Assist with year end processes and activities 

6. Data entry and retrieval of information for member contributions 

7. Manage Purchase Authorization process and recording 

8. Assist with reconciling and distributing petty cash funds 

9. Update and maintain new giver reports, mail correspondence and analyze trends 

10. Assist with Ministry budget reports 

11. Assist with analysis of giving trends 

12. Assist with allocating reproduction costs across ministries 

13. Assist with running reports for federal, state and legal compliance  

14. Assist with processing bill payments as well as researching and resolving billing and vendor discrepancies 

15. Review timecards for payroll processing and interact with employee supervisors to resolve any discrepancies 

16. Maintain, update, and retrieve financial information from the financial database, systems and spreadsheets 

 

V. POSITION CLASSIFICATION 

1. Part-Time 

2. Non-exempt 

 

Relation to the Staff:   Finance Assistant reports directly to the Director of Business Operations. An annual review will be conducted by the 

Director of Business Operations and the Finance/HR Assistant to evaluate performance. 

 

Disclaimer:  This position description is not intended, and should not be construed, to be an exhaustive list of all responsibilities, skills, efforts 

or working conditions associated with the job. It is intended to be an accurate reflection of those essential job duties.  

 


