
Financial Administrator and Office Manager 

Financial Administrator  (Parish, School, Daycare) and Office  Manager (Parish)  

Reports to Fr. Mark Tarrant – Pastor, Director (School), President (Daycare)   

Primary purpose and Objectives   

 The Financial Administrator for the Parish, School and Daycare, works independently on accounting problems of 

a diverse scope, including preparation of financial reports detailing: assets, liabilities, and capital. Prepares 

balance sheets and profit and loss statements, and other reports to summarize and interpret the current and 

projected company financial position for use by other managers. Maintains the general ledger and provides 

financial analysis as required by management. Provides guidance and training to staff handling accounts payable 

and cash handling. 

 Reporting to the Pastor, the Parish Office Manager is responsible for overseeing office operations, payroll 

records, financial transactions, and ensures that the annual budget is maintained.   

Duties and responsibilities   

Financial Administration and Reporting 

 Prepares annual budgets, monthly budget reports, and monthly bank reconciliation statements for the review and 

approval of the pastor, the parish finance council, and the school and daycare boards as the case may be. 

 Supervises cash receipts in accordance with internal controls and policies and ensures the accuracy and 

timeliness of payment of invoices and other liabilities/ accounts payable. 

 Ensures the maintenance and accuracy of general and subsidiary ledgers. 

 Maintains and reviews on a periodic basis tuition ledgers and prepares statements of accounts, collection letters 

and other communications related to tuitions receivable to ensure payments are received on a timely basis. 

 Manages and administers all pre-authorized contributions for the school and parish and payments received 

through e-transfers, Paypal, and other credit card payments. 

 Coordinates with external auditors during the annual year-end audit, prepares the required reports, reviews for 

accuracy the draft financial statements, proposed adjusting journal entries, charity returns, GST Rebate forms and 

presents these reports to the finance council or daycare and school boards for approval. 

 Ensures the accuracy of donations recorded in the church software prior to the distribution of tax receipts for the 

parish and the school. 

 Prepares monthly invoices to the school for recurring items such as billable hours, share in utilities and operating 

costs, rent, etc. 

 Remits restricted funds collected from parishioners such as Sharing God’s Gifts, Pope’s Pastoral, Share Lent, 

Good Friday collection and others to the Archdiocese of Winnipeg quarterly or annually as the case may be. 

 Prepares the required reports to Workers Compensation Board, Manitoba Finance, Companies Office, 

Archdiocese of Winnipeg, Statistics Canada and ensures submission prior to the deadline. 

 Keeps track of the Daycare building’s end of lease dates and communicates with the property manager the 

decision of the boards regarding any lease renewal. 

 Prepares reports on an ad hoc basis as required by management. 

 Performs other duties as required by the Pastor. 

Payroll and Human Resources 

 Supervises and administers the payroll of the parish, school and daycare, checks the reports, finalizes the payroll 

run and records the journal entry into the accounting system. 

 Ensures that pay and statutory deductions are in accordance with federal and provincial legislations 

 Calculates benefit deductions for Blue Cross and pension and submits monthly pension contribution reports to 

Great-West Life. 



 Prepares Records of Employment (ROE), Statements of Remuneration Paid (T4) and Fees for Service (T4A) and 

coordinates with the Archdiocesan Payroll Administrator for troubleshooting and parish pay changes. 

 Tracks vacation and other leaves of absence of parish staff. 

 Checks the accuracy of all benefit applications prior to submission and serves as the liaison between the 

employees and Blue Cross for life, health and dental benefits and Great-West Life for pension benefits. 

 Checks the accuracy of all payroll information entered into the payroll system and distributes the current 

provincial and federal tax credits forms for new employees in the parish, school and daycare. 

Office Administration 

 Ensures daily administrative tasks run smoothly 

 Communicates with customers, suppliers/vendors, utility companies, telephone and internet service providers, IT 

technician, insurance companies, etc. when needed. 

 Oversees the operations related to cemetery plots and niches and deals with complaints. 

 Manages the parish truck as to insurance, maintenance, and usage. 

 Manages the office alarm systems and coordinates with the system provider when needed. 

 Performs other duties as assigned by the Pastor. 

Knowledge, Skills and Abilities Required 

 Holds a degree in accounting and/ or Business Administration. 

 Has a minimum of three years of experience in an accounting and supervisory role. 

 Effective communication skills with customers and individuals at all levels of the organization. 

 Able to work well under pressure and meet deadlines. 

 Good organizational, time management and prioritizing skills. 

 High level of critical and logical thinking, analysis and reasoning. 

 Ability to adapt and learn new software. 

 Knowledge of Excel, MS Word, and Outlook. 

 Strong work ethic. 

Working conditions   

 Attendance in monthly board meetings outside of regular working hours are required. 

 During busy seasons such as fiscal year end and school opening may require working beyond 40 hours a week.   

Supervision   

 Supervises the work of all parish administrative assistants. 

  

To apply please email  

careers@stvitalparish.ca 

 


