Assistant Treasurer Job Description

Responsibilities:

The Assistant Treasurer is accountable to the Administration Team for the proper recording of giving by the congregation.  The Assistant Treasurer replaces the Treasurer upon retirement and serves as backup Treasurer when the Treasurer is unavailable.

Duties:

1. Work with the Ministry Assistant in assigning envelope numbers to new members and those requesting envelopes.

2. Oversee the work of the Counting Team in accurately and confidentially counting funds according to their written responsibilities.

3. Work with the Bookkeeper in posting weekly contributions to envelope numbers, balancing counting committee reports with postings, and checking weekly giving reports.

4. Communicate with church members regarding questions about statements and their giving.  Prepare and issue quarterly and annual giving statements for envelope holders and others.  Prepare other communication to accompany giving statements such as notes of thanks, pie charts, step charts, and progress in meeting budget.  Record charitable giving according to government regulations.

5. Prepare information for Stewardship Sunday estimates of giving.  Prepare and authorize giving information reports as requested by Deacons, Administration Team or Council. Prepare and authorize individual giving record information as requested by the Zone Deacon and Elder.

6. Order and distribute giving envelopes and pew envelopes annually or as necessary.

7. Communicate regularly with the Chairperson of Deacons and the Church Treasurer.

8. Maintain a high degree of confidentiality and organization.

