
Thank you for your interest in employment at Grace Community Church. GCC is a multigen-
erational and multicultural family of people united in following Jesus and serving both Puget 
Sound and the nations. As a group of diverse people, we strive to abide with and respond to 
Jesus daily, living out His Daily Grace where we live, work, learn, and play.

In 1951, several residents of Auburn reponded to the gospel at a Billy Graham Crusade in 
Seattle, forming a small Bible study group. The group quickly grew to 70 and a decision 
was made to form a new church in April, 1952, aligning with the Conservative Baptist 
Association in 1953. GCC has faithfully shared the gospel throughout its long history.

GCC is located about 25 miles south of Seattle in Auburn, WA, a city that is home to almost 
80,000 people, with more than 92,000 people living within a five mile radius. Tacoma is 15 
miles to the southwest. 

The largest age group in our community is Boomers (ages 55-72) at 28% of the population. 
Millennials (ages 23-38) and Gen X’ers (ages 39-54) both comprise 22% of the population. 
The largest ethnic groups in Auburn are White (66%), Asian (11%), Hispanic (9%), and Black 
(3%), with 11% mixed or other races. More than 50% of the population has lived in the area 
for at least eleven years. Average estimated household income is $85,500, and the median 
home value is $294,000.

Auburn is home to Green River College, the Auburn Symphony Orchestra, the Evergreen 
City Ballet, and Emerald Downs, a Thoroughbred racetrack. Many attenders live in Auburn, 
but others come from surrounding communities—Kent, Covington, Maple Valley, Lake 
Tapps, Bonney Lake, Sumner, Puyallup, and Federal Way. Auburn lies inland of Puget Sound 
and in the shadow of Mt. Ranier, with easy access to cultural, sports, and outdoor activities.

This packet of information includes these documents you’ll need to learn more about the 
position in which you’ve expressed interest and the application needed to join our team:

• A “What We’re Looking For...” summary sheet, which indicates what we value most 
in looking for an ideal candidate 

• A Job Description for the position

• A Job Application to be completed and submitted with a current resume, if possible.  

If you are not familiar with Grace Community Church, we encourage you to explore our 
website to learn more about us. These pages may be of particular interest:

General | https://www.graceinauburn.com

What We Believe | https://www.graceinauburn.com/beliefs

Job Information | https://www.graceinauburn.com/jobs

Information about Our Team | https://www.graceinauburn.com/pastors-elders
 https://www.graceinauburn.com/staff
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Application Packet



 

Stewardship Admin 
What We’re Looking For… 

 

Someone who is called to ministry 

Make no mistake: this is as much a ministry position as it is a professional position. We 
are looking for someone who is a faithful and growing believer who wishes to serve 
the cause of Christ and the people of Grace Community Church with their professional 
skills. 

Someone who has a well-rounded familiarity of finances and human 
resources. 

Being successful in this role requires an understanding of basic accounting and 
finance as well as human resources. We’re not necessarily looking for a professional 
bookkeeper/accountant since we use a third-party accounting vendor, nor are we 
looking for an HR professional, but some background in one or both of those areas is 
preferred—and specific training and experience is a real plus! Computer skills—
particularly in word processing, spreadsheet, and database apps—are also required. 

Someone who has great organizational skills. 

A lot of the job is dealing with details. There are many moving parts, and being 
organized not only helps get things done, but it makes the difference in reducing 
stress on the entire team. The key is to be organized and structured, but for that 
structure not to be so burdensome on others that it creates rather than reduces stress. 

Someone who is able to anticipate what’s coming and respond accordingly. 

This role requires always being on your toes, anticipating what will be needed in a 
timely fashion so that we are not caught by surprise when a deadline is upon us. In this 
position, it’s important to be ahead of the game rather than always playing catch up. 

Someone who has the ability to partner effectively with the Stewardship 
Director and the finance volunteers. 

When we talk about an “Admin,” we’re referring to an administrative assistant. In this 
role, we need someone who can support the work of the Stewardship Director and 
work alongside other church leaders and volunteers. While we’re looking for a great 
teammate, the ideal candidate is someone who is self-motivated and able to work 
alone much of the time. And because of the nature of the work, we need someone who 
is able to maintain confidentiality in relation to highly sensitive information. 

Someone with a “can do” attitude. 

Even when a given task may be complex and difficult, we’re looking for someone who 
can garner the information and resources needed to get the job done.  
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Job Description 

Stewardship Admin 

DETAILS 
Department: Stewardship 

Type: Regular; Part-time [24 hours weekly]; Hourly; Non-Exempt 

Schedule: Flexible within office hours (M-Th, 8:00am – 4:30pm) 

OVERVIEW 
The Stewardship Admin position supports the Stewardship Director in recording and 
maintaining the church’s general ledger, personnel, and financial records. As well, this 
position works in conjunction with Moss-Adams, an outsourced accounting firm, to assure 
timely and accurate communication about billing and invoicing, payroll, and general 
accounting functions. 

FUNCTIONS & RESPONSIBILITIES 
• Communicate with Moss-Adams to facilitate and maintain parity between giving codes 

within CCB and fund codes within Intacct 

• Facilitate logins/access for Moss-Adams to various GCC systems, as needed 

• Assure accurate vendor information is communicated to Moss-Adams, including W-
9’s, as needed 

• Scan or forward invoices, journal entries, weekly deposit reports to Moss-Adams 

• Distribute VISA statements to cardholders for completion of expense reports and 
monitor progress in submitting reports 

• Oversight and management of incoming donations and pass-through income and 
preparation of weekly income reports. 

• Monitor APS timekeeping system to assure staff time records are accurate and 
complete; send biweekly reminders to staff to review time records before end of pay 
periods. 

• Serve as resource to collect and submit staff requests about departments, funds, class 
codes, reports, etc. to be communicated to Moss-Adams.  

• Assure complete and accurate on-boarding of new staff and volunteers. 
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• Create and maintain personnel files for all staff and assure that all forms or documents 
pertaining to payroll are forwarded to Moss-Adams.  

• On a monthly basis, collect receipts from staff for any untaxed purchases and submit 
to Moss-Adams for reporting to state. 

• Be available as resource to all staff regarding issues with Nexonia, Intacct, and 
bill.com; communicate with Moss-Adams, as needed, to resolve issues. 

• Support distribution of annual Giving Statements; field questions and make 
corrections, as needed. 

• Sort and distribute incoming mail. 

• Additional duties as assigned. 

QUALIFICATIONS & REQUIREMENTS 
• Basic computer skills (Word, Excel, database, email). 

• Practical knowledge of accounting principles and bookkeeping procedures. 

• Interpersonal skills to work well with others; be a proven team player, yet willing to 
work independently. 

• Strong detail and organizational skills. 

• Trustworthy with a high level of integrity and professionalism; strong respect of 
information confidentiality and appropriateness.   

• Ability to multi-task, prioritize, meet deadlines, and maintain a high degree of 
accuracy and efficiency in a dynamic environment. 

• Embrace the church’s vision, direction, strategies, and approach to ministry and 
unreservedly hold to the church’s statement of beliefs. 

• Relate to the church family and to the general public in a manner that honors and 
represents Christ well.  

• Be a member of Grace Community Church, or become a member within 6 months of 
employment 

ACCOUNTABILITY 
Accountable to: Stewardship Director 

Accountable with: Moss-Adams (accounting vendor); Finance Secretary 

Accountable for: N/A 

 



GCC is an equal opportunity employer and does not unlawfully discriminate against employees or job applicants 
on the basis of race, color, sex, age, national origin, marital status, physical or mental disability, veteran status, 
or any other status or condition protected by applicable state or federal law. As a religious institution, GCC is 
permitted to, and reserves the right to, prefer employees on the basis of religion and religious beliefs consistent 
with GCC’s beliefs (Title VII, Sections 702-703, United States Civil Rights Act of 1964 as amended).

PERSONAL INFORMATION

Full Name Social Security No.

Former Name(s) of Applicant (if any)

Present Address
 No.  Street  City  State  Zip

How long have you lived at above address?

Email Primary Phone

EMPLOYMENT INFORMATION

Position Desired  Date available for work

Type of employment: [ ] Regular  [ ] Temporary   |   [ ] Full Time [ ]Part Time 

Have you ever applied for a job with Grace Community Church before? [ ] Yes When?  [ ] No  

Have you ever worked for us before? [ ] Yes When?  [ ] No    

ave ou ever een convicted o  an  crime other than a minor tra fic violation     es       o

If yes, state date, court, and disposition of the case

Have you ever been discharged or requested to resign from a position?  [ ] Yes    [ ] No

If yes, explain

Why do you desire to make a change?

ave ou ever held a position o  trust handling mone  or confidential material    es      o

Describe

Application
for Employment



If submitting a resume, you do not need to duplicate information below, but please be sure to provide all 
information requested. Attach your resume or an additional page to provide any supplemental information.

EDUCATION 
Type of Name of  Years Major  Did you
Schooling School Location Enrolled Subject Graduate?

High School

Trade School

College

Graduate

o ou possess an  additional e periences, s ills, ualifications, or pro essional training which ou eel would 
especiall  fit ou or wor  in this position

PRIOR EMPLOYMENT (start with the most current)

Company/Organization Phone

Address

Name/Position of Supervisor

Date of Employment—From: To: Avg Hrs/Week

Your Position & Duties:

Reason for Leaving:

Company/Organization Phone

Address

Name/Position of Supervisor

Date of Employment—From: To: Avg Hrs/Week

Your Position & Duties:

Reason for Leaving:



Company/Organization Phone

Address

Name/Position of Supervisor

Date of Employment—From: To: Avg Hrs/Week

Your Position & Duties:

Reason for Leaving:

PERSONAL & PROFESSIONAL REFERENCES
Please list three or more references, with at least one professional reference and one pastor or sta! member from either your 
current church or a church you have recently attended

Name Email Phone Relationship Years Known 
 

AGREEMENTS & AUTHORIZATION 
The facts set forth in my application for employment are true and complete. I understand that 
i  emplo ed, alse statements on m  application shall e considered su ficient cause or dismissal. 

ou are here  authori ed to ma e an  investigation on m  personal histor  and financial and credit 
record through any investigative or credit agencies or bureaus of your choice.

I understand that employment at this organization is “at will” and includes no guarantee, 
contract, or promise o  emplo ment or a specified length o  time.  understand that ust as  am ree 
to resign at any time, Grace Community Church reserves the right to terminate my employment at 
any time, with or without cause and without prior notice. I understand that no representative of the 
employer has the authority to make any assurances to the contrary.

In applying for work at Grace Community Church, my purpose is to cooperate fully with other staff 
members and volunteers to promote the various spiritual ministries of the church in order to advance 
the cause of Christ. For this reason, I understand that all employees are expected to either be a 
member of the church or become a member within six months of employment.  a firm that  am 
trusting solely in the merits of Jesus Christ for my salvation from sin and, by God’s enabling grace, I 
will endeavor to conduct my life in accordance with His calling on my life (Eph. 4:1). 

I authorize the use of any information in this application and any attached supplements to 
verify my statements, and I authorize the past employers, doctors, all references, and any 
other persons to answer all questions asked concerning my ability, character, reputation, and 
previous employment record. I release all such persons from any liability or damages on account of 
having furnished such information.

Signature of Applicant Date

Return this Application with Resume to race ommunit  hurch  ttn    inance fice  1 20 
Auburn Way S; Auburn, WA 98002 or email a copy to jobs@graceinauburn.com.
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