
St. Kilian Parish Business Manager - Job or Ministry Description 

 

St. Kilian parish in Farmingdale a community of 5300 registered families, is indeed of a parish 
business manager. The parish business manager is a professional administrator working closely 
with the Pastor, Father Bruce Powers. This minister is a steward of the physical, financial, and 
personnel resources of the parish. He enables the other parish ministries to function effectively. 

The parish business manager needs to be a person of faith, committed to gospel values. He or she 
values the organization and responsible management of resources, and helps our parish fulfill its 
vision and Mission statements, posted on our website. www.stkilian.com.   

Ministry of Administration 

The Business Manager:  1) collaborates with the pastor, under his supervision, and with other 
members of the pastoral team and staff, integrating his or her own area of responsibility with the 
overall parish mission. 

2) is responsible for plant management, including: directing routine plant maintenance; 
managing major repairs and renovations; scheduling use of parish facilities; overseeing security 
systems; and acting as liaison with the diocesan insurance department, building office, etc. 

3) is responsible for financial management, including: preparing, administrating and reviewing 
budget processes in collaboration with the pastor and the finance committee; developing revenue 
through fundraising; administering the purchasing system; overseeing the tabulation and deposit 
of the offertory collections; acting as liaison between the parish in the diocese in financial 
matters. 

4) collaborates with the pastor in personnel management, including: implementing personnel 
policies: developing hiring and termination procedures, job descriptions, etc.; managing payment 
of salaries and benefits; directing the management of the parish office; directing purchasing 
procedures; and overseeing the security of personnel. 

5) is responsible for communication and information systems, including; coordinating the 
preparation of the Sunday bulletin and website; ensuring the ongoing maintenance of the parish 
census; directing the operation of parish computer systems; and overseeing the management of 
parish financial records via QuickBooks and Excel. 

Good knowledge of church teaching, a love for the church, and a personal relationship with 
Christ are qualities that will be sought. Like all ministers in the modern parish, the parish 
business manager is a team player with the primary responsibility of calling forth baptize people 
to ministry in the church. This is manager will seek to form a Building and Grounds Committee 

http://www.stkilian.com/


to work closely with him/her; and a Catholic Ministries Appeal committee for diocesan 
fundraising on a parish level. 

Father Bruce Powers, Pastor and the Search Committee from St. Kilian parish in Farmingdale, 
New York. 


