Parish Bookkeeper & Secretary

Saint Stanislaus Catholic Church — Nashua, NH
Part-Time | Non-Exempt

Saint Stanislaus Catholic Church, a parish of the Diocese of Manchester and the Priestly
Fraternity of Saint Peter (FSSP), is seeking a detail-oriented, organized, and service-minded
individual to serve as our Parish Bookkeeper & Secretary.

This position combines bookkeeping, payroll, financial reporting, and parish office
administration while serving as a welcoming first point of contact for parishioners and visitors.
The successful candidate will possess excellent organizational skills, maintain strict
confidentiality, and demonstrate professionalism, integrity, and Christian charity in all
interactions.

Primary Responsibilities
Financial & Bookkeeping

e Maintain accurate parish financial records and record weekly collections

e Process accounts payable, payroll, and vendor payments

e Reconcile bank accounts and prepare monthly financial reports

e Assist with the annual budget and ongoing financial management

e Prepare required tax reporting and maintain audit-ready records

e Ensure compliance with diocesan financial policies

o Support the Pastor, Business Administrator, and Finance Council with financial reporting

Parish Office Administration

e Welcome visitors and answer parish phone calls

e Provide general administrative and secretarial support

e Manage parish calendars, schedules, and office communications

o Assist with parish registrations, sacramental records, and baptism preparation
o Help prepare bulletins, announcements, and parish correspondence

e Maintain parish databases and office records

e Perform other administrative duties as assigned

Qualifications

o High school diploma required; associate's degree or bookkeeping certification preferred
e Two or more years of bookkeeping and administrative experience

e Experience with QuickBooks or similar accounting software

e Proficiency in Microsoft Office (Word and Excel)

e Ability to learn ParishSoft, ConnectNow Accounting and other parish software

e Excellent organizational, communication, and customer service skills

e Ability to manage multiple priorities while maintaining confidentiality and accuracy



e Dependable, trustworthy, and attentive to detail

Because this position serves in a Catholic parish, it is highly desirable that applicants be
practicing Roman Catholics in good standing who appreciate and support the mission of Saint
Stanislaus Catholic Church and its celebration of the Traditional Latin Mass.

Schedule & Work Environment

o Part-time position in a parish office setting

e Occasional evening meetings (Finance Council and budget meetings)

o Flexible schedule as needed for parish operations

e Must be able to lift up to 25 pounds and move throughout parish facilities

To Apply

Qualified candidates are invited to submit a résumé and cover letter. Join our parish staff and
help support the mission of Saint Stanislaus Catholic Church through faithful stewardship,
hospitality, and excellent service. Please send cover letter and resume to Deacon Jon Messer at
business@]latinmassnashua.org or mail it to St. Stanislaus Catholic Church, 43 Franklin St,
Nashua, NH 03064
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