
Construction Contract Specialist 
Office of Construction & Real Estate, Pastoral Center 

 
 The Diocese of San Bernardino is a vibrant and diverse community of Roman Catholic Believers committed to bringing the Good 
News of Jesus Christ to all we encounter. We are guided by the core values of hospitality, collaboration, faith sharing, and 
reconciliation. Through the impact of the Gospel, we seek to fill lives with hope. 

 

The Construction Accounts Payable Processor is responsible for the successful completion of processing, tracking, and 

maintaining all financial records related to projects in the Office of Construction and Real Estate. The Construction 

Accounts Payable Processor ensures that all correspondence, notices, payments, and contracts are prepared and sent 

in a timely manner. The Construction Accounts Payable Processor is professional, orderly, and organized in all aspects 

of the job. 

 

Examples of Essential Job Functions: 

I. Process, track, and maintain all financial records related to cons t ruc t ion projects. 

2. Performing accounts payable duties throughout the project such as preparing invoices, check request, 

estimating cash flow and analyzing all transactions. 

3. Prepare contracts for architects, engineers, contractors, and vendors. 

4. Obtain copies of all contractor's insurance certificates, licenses, and insures they are compliant. 

5. Preparing cost analyses by interpreting pr jects' financial data and information. 

6. Collaborating with the project manager to develop a detailed, cost-effective budget for the project. 

7. Developing and maintaining strong relationships with vendors and suppliers. 

8. Serves on Diocese Building Committee 

9. Schedule meetings for the committees and subcommittees of the Diocesan building Committee (DBC). 

10. Record and prepare minutes for the committees and subcommittees of the DBC. 

11. Participate in the office functions of the Office of Construction and Real Estate in the Diocesan Pastoral 

Center within the normal working hours. 

12. Assist the Director of Construction and Real Estate as directed. 

13. Other duties as assigned. 

 

Qualification Guidelines: 
1. High School Diploma, College degree preferred. 
2. A certification in construction accounts payable is required. 
3. Advanced computer skills in Microsoft Word, Excel, Access and PowerPoint. 
4. A minimum of 3 years' experience in private or public accounting. 
5. Experience in Construction Accounts Payable Preferred. 
6. Working knowledge of the construction industry. 
7. Solid analytical and mathematical skills. 
8. Meticulous attention to detail and a high level of accuracy. 
9. Understanding and experience in executing architectural, vendor and construction contracts. 
10. Strong and positive interpersonal relationship skills with the ability to approach people in a manner which creates 

harmony and promotes cooperation and collaboration. 
11. Ability to effectively interact in a professional and pastoral manner with unique and divergent personalities. 
12. Ability to maintain confidentiality. 
13. Willingness to support the vision and values of the Diocese of San Bernardino. 
14. Bi-lingual and bi-literate English/Spanish is helpful and preferred but not required. 
15. Must have ability to work in a multi-cultural environment. 

 

Physical Requitements  

Includes but not limited to considerable use of arms and legs, whole body movement, walking, lifting, and stooping standing 

sitting lifting and carrying, pushing, pulling, kneeling, crouching, crawling hearing speaking, seeing, reaching, repetitive 

forward bending, repetitive arm/hand motions, prolonged gripping of an item, repetitive hand/finger movements, sense of 

touch/feel, temperature extremes. 

 
Interested candidates, please forward your resume and salary requirements to:  

Attention: Paula Garcia  
Diocese of San Bernardino  
1201 E. Highland Avenue  

San Bernardino, CA 92404  
Email: employment@sbdiocese.org  

The Diocese of San Bernardino is an Equal Opportunity Employer. 


