
CHRISTIAN AID CENTER 
Job Description: Business Manager 

Department:    Administration 
Reports to:    Executive Director and Development Director 
Employment Status:  Full-time 
Work Hours:   Monday thru Friday, 8 am to 5 pm, 30-40 per week 

The business manager at the Christian Aid Center is the person who deals with all the financial 
aspects of a nonprofit organization. This position also requires someone who has demonstrated 
excellence in interpersonal communications and can exercise discretion, initiative, judgement, 
time-management and organization; and who has technology proficiency and skills. 

General Responsibilities:  
• Perform the bookkeeping for the organization. 
• Pay invoices and bills—Accounts payable. 
• Record and receipt funding (see Database Manager). 
• Assist Executive Director with Human Resources documents and processes (see Human 

Resources). 
• Oversee and support all financial activities. 
• Oversee record keeping, receiving and acknowledging of in-kind donations. 
• Provide financial reports to Executive Director and leadership team, as needed. 

Database Manager: 
 • Process donations (including mailing thank you letters/receipts). 
 • Generate reports as needed. 
 • Act as contact person for direct mail company. 

• Ensure security, integrity and confidentiality of data. 

Human Resources: 
• Assist Executive Director in administrating health insurance. 

 • Track personal time off for staff (PTO). 
 • Update and prepare new-hire packets. 
 • Responsible for personnel appreciation activities (birthdays, retirements, etc.). 

Qualifications/Requirements: 
• Minimum of two-year experience with bookkeeping and accounting systems 
• Previous administrative experience 
• Attention to detail and problem solving skills 
• Knowledge of data and clerical practices and procedures 



• Knowledge of QuickBooks, Bill.com and other personnel software packages 
• Particular attention to accuracy 
• Excellent time management skills and ability to multi-task and prioritize work 
• Excellent written and verbal communication skills 
• Strong organizational skills 
• Integrity and ethical behavior 
• Work as a team player and willingness to adapt as necessary 
• Believer in the Christian faith 

References required. 

How to Apply: 
If you or someone you know is interested in this job, please send a cover letter/email and 
resume to jwicklund@christianaidcenter.org. 

http://bill.com
mailto:jwicklund@christianaidcenter.org


About the Christian Aid Center: 

With almost 75 years of rescuing and restoring lives in the Walla Walla Valley, the Christian Aid 
Center—Walla Walla Rescue Mission (CAC) is one of the first places that hurting individuals 
seek when in time of need and despair. In 1946, CAC started as a soup kitchen and chapel for 
men, and in time evolved into a homeless shelter.  

Today, while we still address the same basic needs of sheltering and feeding needy men, women 
and children; we ultimately offer the opportunity for real-life change through long-term 
programming. 

An average of 60 individuals find refuge at our shelter every night, and we provide breakfast and 
dinner daily for anyone in our community who is hungry—resulting in more than 47,000 meals 
served every year. Other services include food giveaway, child care, wellness clinic, barbershop, 
life-transformation programs, referrals, spiritual encouragement and volunteer opportunities. 


