Financial
Planning

aMinistry
adn
Human Resources Administrator & Bookkeeper
Employment Type: Full-Time Classification: Exempt
Location: FPM Headquarters, Irvine, CA Salary: $35-$38/Hour (DOE)

Reports to: CFO/CO0

About the Company:

Financial Planning Ministry (FPM) is a Christian non-profit that helps families with estate
planning from a biblical perspective. Since 1982, we’ve partnered with over 150 ministries and
helped more than 50,000 families, resulting in over $3 billion committed to charitable giving. By
joining our team, you’ll be part of a mission that equips believers to leave a lasting legacy of faith
and generosity. If you're passionate about ministry, looking for meaningful work, and excited to
grow your skills in a Christ-centered environment, we’d love to meet you.

About the position:

We are seeking a highly organized, detail-oriented, and mission-driven HR and Bookkeeping
Specialist to join our team. This multifaceted role is vital to the smooth operation of our
organization, blending essential human resources and financial responsibilities. The ideal
candidate thrives in a dynamic, fast-paced environment and enjoys wearing multiple hats while
maintaining accuracy and professionalism.

This position requires someone who is not only skilled in HR and bookkeeping functions but also
brings a heart for ministry and a servant-leader mindset. The right individual will represent FPM
with warmth and authenticity, possess excellent communication and organizational skills, and
demonstrate flexibility and adaptability in their day-to-day responsibilities.

Summary of Responsibilities:

Human Resources:

e Develop and maintain comprehensive job descriptions for open positions

e Conduct market research and analyze compensation data to ensure competitive salary and
benefit offerings

e Manage the recruitment process, including sourcing candidates, screening resumes, and

scheduling interviews

Oversee onboarding of new hires and maintain employee records

Employee benefits and open enrollment administration

Ensure compliance with all federal, local and multi-state employment laws

Audit employee and contractor time and expense reports

Process semi-monthly payroll

Administer 403B deferrals and employer match

Employee paid time off management and reconciliations

Serve as the first point of contact for employee relations inquiries

Various tasks and projects as assigned by CFO/COO



Bookkeeper:

e (Coordinate with vendors and manage accounts payable (AP) and accounts receivable (AR)
e Expense Management including audit and tracking receipts and processing
reimbursements

Ensure continuous insurance coverage, registrations, subscriptions and memberships
Monthly reconciliations and reporting

Prepare quarterly financial reports for the executive team and the board of directors
Maintain accurate and up-to-date financial records using accounting software

Compile records for annual CPA adjustments and audit

Various tasks and projects as assigned by CFO/COO

Qualifications:

e Bachelor's degree in Business Administration, Human Resources Management, Accounting
or a related field (preferred)

e 5+ years of experience in office management, with a strong emphasis on HR functions

e Proven experience in all aspects of the HR lifecycle, including recruitment, onboarding,
payroll, benefit administration and termination

e Strong understanding of employment law compliance

e Excellent organizational, communication, and time management skills

e Proficient in Google, Microsoft Suite (Outlook, Excel, PowerPoint), Quickbooks, ADP, and
Expensify

Compensation:
FPM offers a competitive salary benefits package, including health, dental, vision insurance, paid
time off, and a 403B retirement plan.

Application Requirements:
Please send your resume, cover letter, and a brief statement about your faith and church/ministry
involvement to Julie Futral at Julie@fpm.org.


mailto:Julie@fpm.org

