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Property & Accounting Assistant 
Kentucky Annual Conference 

 
The Property & Accounting Assistant reports directly to the Treasurer. The Property & Accounting 
Assistant is responsible for the administration of the Treasurer's office, payroll, and accounts 
payable activities. The Property & Accounting Assistant is also responsible for property 
management issues including maintenance needs, contracts, and insurance for Conference property. 
 
Essential Functions of the Position: 
 
Financial Accounting 

• Process and manage payroll activity, including sick time, vacation, and other personnel 
records 

• Process, manage, and enter data for accounts payable. 
• Prepare and enter journal entries, as assigned. 
• Reconcile accounts receivable monthly. 
• Train local church treasurers, trustees, and finance committees, as needed. 
• Assist Treasurer and Controller in annual budget preparation and annual audits. 

 
Conference Properties 

• Assist Treasurer and brokers on Conference insurance and workers compensation coverage 
• Maintain and manage physical plant and technology needs of Conference office and 

Episcopal Residence 
• Serve as Conference staff liaison with Conference Board of Trustees 

 
Core Competencies of the position 
Accounting & Bookkeeping Skills: Knowledgeable of Generally Accepted Accounting Principles 
(GAAP). Comfortable processing payroll and accounts payable. Familiar with functions of: general 
ledger, journal entries, bank reconciliation, accounts receivable, accounts payable, operating budgets, 
and investments. 
 
Property Management & Insurance: Understand basic property management, property insurance, 
and workers compensation coverage. Willing to learn whenever necessary. 
 
Communication Skills: Possess the ability to express thoughts and feelings clearly, openly, and 
authentically. Communicate appropriately according to the situation at hand. Work well with 
Conference staff, local church leadership, and volunteers. Excellent note-taking skills.   
 
Interpersonal Skills: Possess the ability to identify and solve problems, handle conflict, and engage 
in honest conversation. Amenable to supervision. 
 
Hospitality: Generate a sense of hospitality and accessibility by his or her very presence. 
Communicate a sense of availability, warmth, openness and approachability. Support a culture of 
welcoming and servanthood for the Conference. 
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Integrity and Trust: Is seen as trustworthy by others. Practice direct, honest, and transparent 
communication. Keep confidences. Admit mistakes. Operate with no hidden agendas. Respond to 
situations with constancy and reliability. 
 
Technology: Competent with Microsoft Office (Word, Excel, PowerPoint, Publisher, etc.).  Willing 
to learn and engage any unfamiliar technologies such as: Blackbaud, Mission Connect, Financial 
Edge, and others. 
 
Goals of the position 
The Kentucky Conference understands that this job description provides the essential functions and 
core competencies of the Assistant. This document does not offer an exact list of events, schedule, 
and programs for the Assistant to maintain.  Instead, the Assistant – in conversation with 
Conference staff and leadership teams – will establish specific plans and goals. Duties, 
responsibilities and activities may change at any time with or without notice. 
 
Kentucky Conference Colleagues and Key Relationships 

• Conference Staff 
• Administrative Services Team 
• Board of Trustees 

• Local Church Clergy 
• Local Church Lay Leadership 
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Work Environment 
The Kentucky Annual Conference is an extension of a church and will have frequent contact with 
clergy and church employees. This job operates in a professional office environment. This role 
routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets, 
etc.  
 
Physical Demands 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. This is a largely sedentary role; however, 
some filing is required, which would require the ability to lift files, open filing cabinets and bend or 
stand on a stool as necessary. While performing the duties of this job, the employee is occasionally 
required to lift or move up to 25 pounds.  
 
Position Type/Expected Hours of Work: 
This is a full-time position requiring 40 hours a week. There are peak seasons that may require more 
than 40 hours a week. This position rarely requires long hours or weekend work. Some light travel is 
possible. 
 
Equal Employer Opportunity Statement 
The Kentucky Annual Conference expressly prohibits any form of workplace harassment based on 
race, color, religion, gender, sexual orientation, gender identity or expression, national origin, age, 
genetic information, disability, or veteran status. Improper interference with the ability of the 
Kentucky Annual Conference’s employees to perform their job duties may result in discipline up to 
and including discharge.  
 
 
Education and Background 
Associate’s degree in business or related field or equivalent 
Payroll, accounts payable, basic bookkeeping, and reconciling experience preferred  
Be well organized with a high degree of accuracy and attention to detail 
 
 
The Kentucky Annual Conference reserves the right to modify, interpret, or apply this job description in any way the 
company desires. This job description in no way implies that these are the only duties, including essential duties, to be 
performed by the employee occupying this position. 
 


