
 

 
Church Business Administrator  
Central Presbyterian Church, Atlanta, GA 30303 

Compensation 

Annual salary commensurate with experience and background 

Benefits Offered 

Dental, Medical, Vision 

Employment Type 

Full-Time 

Why Work Here? 
“Join a passionate, mission-focused, hardworking, and fun group of people at a loving Presbyterian Church in 
Downtown Atlanta.” 
 

Central Presbyterian Church in Atlanta, GA is seeking an experienced full-time Church Business 
Administrator to lead the business and financial affairs, supervision of administrative and 
maintenance staff, oversight of office operations, facilities and property.  

He/she will have day-to-day responsibility for planning, implementing, managing and 
controlling all financial-related activities, such as: accounting, payroll, billing, collections, 
budgeting. The ideal candidate for this position will have a high level of integrity and 
dependability, compassion, and an understanding of confidentiality issues. They will report 
directly to the Senior Pastor for the efficient execution of the business and administrative 
affairs of Central Presbyterian Church. 

Responsibilities include but are not limited to: 
 
· Overseeing cash, investment, and asset management 

· Reconciling bank accounts and other balance sheet accounts monthly 

· Generating weekly accounts payable, accounts receivable 

· Monitoring compliance with procedures for expense approval 



· Preparing annual operating and capital budgets 

· Working with 3rd party payroll company and interface with them to generate payroll and to 
record payroll transactions 

· Overseeing benefits record keeping and administering pension submissions 

· Billing for all programs 

· Financial reporting 

· Reviewing financial statements for reasonability and for obvious errors (based on knowledge 
of operations and based on budgets). Investigating anything that seems unexpected or 
incorrect and correcting as needed. Being able to explain results as needed prior to submitting 
them to the Finance Committee. 

· Endowment reporting 

· Preparing for Insurance audits 

· Assuring payment card industry compliance 

· Renewing annual corporate registrations 

· Inputting pledges and sends quarterly statements to members 

· Prepares and supervises all tax filings for the church and makes sure all IRS obligations are 
met; including year-end tax forms (W-2’s and 1099’s for staff) 

· Corresponding with Stewardship and Finance committees 

· Supervises administrative, kitchen and maintenance staff 

· Ensures staff training and development is conducted annually 

· Oversees the maintenance of personnel records and current job descriptions on all paid 
church staff 

· Collaborates with the Personnel Committee to maintain a current Personnel Policy and 
Procedures Manual concurrent with all current labor laws and regulations for church staff 

· Manages the Kitchen staff to coordinate food needs for the church weekly to include special 
events 

· Oversees, with the assistance of the Facilities Manager, maintenance and scheduling of 
maintenance for the physical facilities as needed with the custodial staff 

· Responsible for the safety and security of the church staff through managing of the 3rd party 
security team 



· Establishes and maintains an accurate inventory of all assets in the church office (furniture, 
fixtures, office equipment, computers, other) 

Background/Requirements: 
 
· Bachelor’s degree required (preferably in Business Administration or Accounting) 

· ACS familiarity a definite plus 

· CPA designation is preferred 

· 5+ years of experience in accounting and personnel management with non-profit and/or 
religious organizations with +$1 million budget responsibility a plus 

· Desire to train and supervise staff of 10 people 

· Ability to work cooperatively with staff, volunteers and congregation 

· Demonstrates proficiency in interpersonal and group presentation verbal and written 
communication skills 

· Must be able to prioritize and efficiently manage multiple tasks 

 
About Central Presbyterian Church: 
 
Central Presbyterian Church is a welcoming community dedicated to diversity and 
inclusivity.  People of different races, gender identities, sexual orientation, ages, educational 
levels, housing statuses and religious backgrounds gather to worship together, united by a desire 
to worship God and follow Jesus’s example in our lives.  Our clergy and lay leaders are a cross-
section of our community. These attributes are reflected in the offices of Central, where staff are 
upbeat, talented, hardworking and fun-loving.  
 
Central is located in downtown Atlanta, directly across from the Georgia State Capitol, and draws 
its membership from across the greater Atlanta area. We are convenient to the Five Points and 

Georgia State MARTA stations, and free parking is available in the garage at 180 Central Avenue.  

 
Address: 201 Washington Street SW, Atlanta, GA 30303 
Office Hours: Monday – Thursday, 8:00am-4:00pm EST; Friday, 8:00am-12:30pm EST 
 
Central is both an equal-opportunity employer and a Christian, nonprofit, religious organization. We conduct 
hiring without regard to race, color, ancestry, national origin, age, sex, marital status, parental status, or disability 
of an otherwise-qualified individual. The status of Central as an equal-opportunity employer does not prevent the 
organization from hiring staff based on their religious beliefs so that all staff share the same religious 
commitment which is central to our stated religious purpose and day-to-day operations. 

 
To apply, qualified candidates should please send resume to: businessadmin@cpcatlanta.org 
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