
Bookkeeper 
St. Ambrose Catholic Church and School 

 
Summary 
Maintains the day-to-day financial records and transactions of the school, including data entry and 
acknowledgment of school donations by the policies and procedures established by the Archdiocese 
of Galveston-Houston. Must be sensitive to the nature of the information they have access to and 
treat it confidentially. 
 
Essential Functions 
Handles bookkeeping entries, including but not limited to functions such as reconciling back 
accounts, payables, and receivables every month. Handles all check requests with approval from the 
Principal/Pastor. 
Handle all HR for school/church employees pertaining to Salaries and benefits requests. Review 
Archdiocese Benefits Report and submits monthly payments. 
Maintains knowledge of accounting system Parish Soft Connect Now. Record entries 
deposits/expenses into the correct accounting department and sub-department.  
Process employee bi-weekly payroll, timesheet exceptions, and PTO request 
Provides monthly financial reports to the school board, department heads, and organizations. 
Maintains financial files in an orderly and timely manner. 
Process school/church donations, including preparation of deposits and entry into general ledger 
fundraising sub-departments. 
Maintain the school’s tuition management system (Renweb, FACTS), including but not limited to 
processing tuition billing; answering questions related to billing; managing the collection of delinquent 
tuition and fees 
Performing various assignments and projects consistent with the responsibility level and general 
duties of a school/church bookkeeper 
Follows Diocesan and Parish policies and security procedures to ensure the safety of school funds. 
Review school DSL monthly and Archdiocese invoices to ensure they are recorded and paid monthly. 
 
Qualifications: Education and Experience  
BA in business, accounting, or finance with 5+ years of experience working in bookkeeping in an 
industry or non-profit environment. Additional work experience will be considered in lieu of a BA. 
Working experience in a church environment and knowledge of the Catholic Church is strongly 
desired. 
 
Technology and Database Management  
Demonstrated knowledge and experience working with Microsoft Office, Excel, and capacity to learn 
and utilize parish financial and database software. Knowledge of ADP payroll is strongly desired. 
 
Organizational/Interpersonal Skills 
A high level of organization and interpersonal skills is required. Attention to detail and demonstrating 
the ability to work well with others are essential. A mature level of professionalism and critical thinking 
skills. Must have the ability to present oneself professionally. 
 
Language and Communication skills the ability to communicate effectively, both verbally and in 
writing, is required. The ability to maintain confidentiality is mandatory. 
 
Reasoning Ability  
The ability to define problems, collect and analyze data, establish facts, and draw valid conclusions is 
required. 



 
Other Requirements 
Knowledge of bookkeeping and data entry. Demonstrated experience with financial reporting. 
Knowledge of requirements for payroll processing. Knowledge of internal control procedures. Strong 
written and oral communication skills. Excellent computer skills and substantial working experience 
with Microsoft Office (esp. Excel and Word). Ability to learn custom church software as necessary.  
Excellent ten-key skills. 
 
Please send resumes to Fr. Hieu at frhieu@stambrosehouston.org  and to Khanh Pham at 
kpham@sashornets.org 
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