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St. Joseph’s Catholic Church & School 
PO Box K 

Williston, ND 58801 

 

Business Manager 
Job Description 

 

  
I. GENERAL DESCRIPTION 
The parish Business Manager is an administrator in support of the Pastor’s responsibilities to 
the parish. This minister is a steward of the physical, financial, and personnel resources of the 
parish. 
 
Reports to: Pastor 
 
II. MAJOR POSITION RESPONSIBILITIES 
 

A. FINANCIAL 
1. Maintain accuracy of all financial files and records and establishes a responsible 

cash flow management system. 
2. Prepare, administer, and review budget process in collaboration with finance 

and other commissions, subject to review and/or approval by Finance 
Committee and/or Parish Council, as required. 

3. Act as liaison between the parish and the diocese in financial matters. 
4. Maximize cash management resources. 
5. Coordinate and review parish organizations’ funds. 

 
B. PERSONNEL 

1. Establish and maintain evaluation process. 
2. Administer salaries and benefits programs. 
3. Supervise parish secretary, clerical aides, and maintenance staff. 
4. Participate in the hiring and termination policies of the parish in collaboration 

with the Pastor. 
 

C. ADMINISTRATIVE 
1. Direct the management of the parish office. 
2. Oversee the management of the parish records. 
3. Coordinate parish liability and property insurance, workers’ compensation with 

diocesan general insurance program. 
4. Maintain good working relationships, effective communications between parish 

community, various groups and outside authorities. 
5. Attend all pastoral staff meetings, Finance Council meetings and Parish Council 

meetings, as necessary. 
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6. Attend all diocesan meetings, as necessary, representing the parish and the 
Pastor. 

7. Consult with and advise Pastor on business and administrative matters that 
affect the parish. 

 
D. FACILITIES 

1. Supervises any major construction, improvements, or repairs. 
2. Solicits and reviews bids and quotes and negotiates contracts. 
3. Establishes and monitors preventive maintenance programs for all properties. 
4. Maintains security of property (Key and electronic door access, fire, 

cybersecurity, cctv, etc.) 
 
III. NECESSARY QUALIFICATIONS 

A. College degree desired and/or five to ten (5-10) years of business experience. 
B. Should have supervisory experience. 
C. Ability to manage. 
D. Good facilitation skills. 
E. Ability to present oneself professionally. 
F. Demonstrated ability to set priorities and organize work effectively and efficiently 

including developing and maintaining effective record-keeping systems. 
G. Excellent interpersonal communication skills for representing the parish to those who 

call, write, or visit. 
H. Functional knowledge of MS Office. 
I. Willingness to learn proprietary software and operations manuals to monitor and 

control systems, firmware, hardware, multi-media platforms, and database.  
J. Ability to honor and maintain confidentiality. 

 
IV. PHYSICAL DEMANDS/ WORK ENVIRONMENT 
While performing the duties of this job, the employee is frequently required to stand, walk, 
and sit. The employee must frequently lift and/or move up to 10 pounds and occasionally lift 
and/or move up to 25 pounds. Specific vision abilities usually required by this job include close, 
distance, color and peripheral vision, depth perception and ability to adjust focus. This position 
requires frequent evenings and/or weekend work and an unpredictable schedule. 
 
V. WORKING SITUATIONS 
Requires some variable hours and on call response after regular business hours to meet the 
needs of the parish. Requires some weekend, holiday and evening work for events or the 
ability to arrange coverage. These times include but are not limited to Christmas season, Holy 
Week/Easter, fundraisers, after mass functions, etc. Local travel for business purposes and 
occasional overnight travel for parish training, etc. may also be required. 
 


