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DIOCESE OF LAFAYETTE 
Office of Accounting 

Job Description 
 

 
Position Title:  Senior Accountant 
Immediate Supervisor:  Financial Controller 
Classification:  Full-time Regular, Exempt 
(Regular) Work Schedule:  8:30 a.m. – 4:30 p.m. (M – Th); 8:30 a.m. – 12:00 noon (F) 
 
 

POSITION SUMMARY  

 
The Senior Accountant for the Diocese of Lafayette supervises the Accounting Team and assists the Financial 
Controller in the day-to-day accounting including but not limited to maintaining the general ledger, account 
and bank reconciliations, payroll, fixed assets, accounts payable, accounts receivable, and cash receipts of the 
Central Office as well as other diocesan entities. 
 
The person in this position is called to provide a Christian, compassionate, and professional personality in all 
aspects of day-to-day operations, with complete confidentiality. The Senior Accountant must be a team player 
who will share and participate in the vision and goals of the Bishop and of the Diocese.  
 
The person in this position follows the established working hours of the Diocese of Lafayette Central Office 
and shall follow all diocesan and office policies, procedures, and regulations.  
 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 

 Supervises and guides the Accounting Team, including the AP / AR Clerk and the Receipts Clerk, 
through the day-to-day activities by answering questions and coordinating tasks while assessing 
internal controls and meeting deadlines. 

 Assists in month-end closing and financial reporting process including but not limited to general ledger 
account analysis and schedule preparation, analysis and reconciliation of bank and investment 
accounts;  preparation of journal entries. 

 Assists Financial Controller in coordinating accounting functions of the Central Office of the Diocese 
as well as its other entities by directing others in the Office of Accounting for process support through 
regular and detailed interaction. 

 Assists the Financial Controller in producing accurate and timely financial statements and other special 
reporting for the General Fund, Cooperative Deposit & Loan Program, Diocesan Healthcare Fund, 
Diocesan Property & Liability Insurance Fund, Priests’ Welfare Trust, and the Catholic Foundation. 

 In conjunction with the Office of Human Resources, computes, processes and records semi-monthly 
payroll for automatic deposit, including submission of federal and state payroll taxes, quarterly and 
annual payroll tax filings, retirement contributions, and health benefits. 

 Coordinates with Office of Human Resources regarding employee and benefits-related matters. 

 Actively participates in the annual Central Office budget process. 

 Assists the Financial Controller and others in the external annual audit of the Diocesan Central Office 
and Cooperative Deposit & Loan Program (CDLP). 

 In conjunction with the Office of Stewardship & Development, implements accounting and related 
activities in support of the annual Bishop’s Services Appeal (BSA), campaigns, fundraisers, and general 
donations. 
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 Applies efficient and appropriate use of computerized accounting programs to manage financial data 
for diocesan administration accounting records. 

 Facilitates receipt and distribution of funds from online parish giving, wills, bequests and trusts 
received for the benefit of the parishes, schools and other Diocesan entities. 

 Cross-trains in other duties within the Office of Accounting, including Accounts Payable, Accounts 
Receivable, and some functions of the Financial Controller. 

 Other duties as required by the Financial Controller and/or the Director of the Secretariat of Financial 
Affairs. 

 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES  

 

 Ability to maintain confidentiality. 

 Ability to work collaboratively and compassionately with other Central Office Directors and staff 
members, as well as clergy and lay personnel throughout the Diocese. 

 Proficiency in current computer system(s), including but not limited to Word, Excel, and Outlook, 
with advanced spreadsheet application skills. 

 Microsoft Dynamics Nav (formerly Navision) accounting software program experience a plus. 

 Ability to take initiative and to see projects through to completion. 

 Exceptional organizational skills, effective time management, ability to multi-task while still paying 
close attention to detail, forensic-minded, and meticulous filing of records. 

 Previous supervision experience. 

 Bachelor’s degree from an accredited university in Accounting required, CPA a plus. 

 At least five years of direct hands-on experience in General Ledger maintenance and reconciliations, 
Payroll, Accounts Payable, Accounts Receivable, and Cash with working knowledge of accepted 
accounting practices and financial standards. Nonprofit accounting experience a plus. 

 Must maintain up-to-date personal certification for diocesan Safe Environment program. 
 

JOB CONDITIONS / PHYSICAL DEMANDS  

 
The following are representative of the physical capabilities that must be met by an employee and the working conditions that an 
employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
  

 While performing the duties of this job, employee is frequently required to sit, ambulate, talk and hear, 
use hands in repetitive-motion tasks, and occasionally to stand.  

 Specific seeing abilities include close vision, depth perception, and ability to adjust focus. 

 Must be able to push, pull, lift, and carry items up to 10 pounds. 

 Work is performed in an office setting. 

 May be called upon to work beyond the regular work schedule on weekends, evenings or holidays. 
 

 
I understand that the above statements are intended to describe the general nature and level of work 
required of this position. This is not meant to be an exhaustive list of all responsibilities, duties, and 
skills required. Persons with disabilities may receive reasonable accommodations for performing the 
essential duties. Duties and responsibilities are subject to change as the needs and requirements of 
the office change, as determined by the Secretariat Director, in consultation with the Director of 
Human Resources. 
 
  


