Treasurer Job Description

Responsibilities:

The Treasurer is accountable to the Administration Team for the proper receipt, accounting, and disbursement of church funds within policies established by the church for adequate internal financial control.

Duties:

With the assistance of the Administrator and the Deacons, the Treasurer will maintain an adequate system of internal control by overseeing the work of the:

1. Recording Secretary, Counting Committee and Bookkeeper in keeping accurate records of money received and disbursed according to church policies and confidentiality requirements.

2. Bookkeeper in reconciling monthly bank statements.

3. Bookkeeper in reporting to government regulatory agencies, ministry coordinators, appropriate committees, and members.

4. Payroll service provider in preparing bi-weekly payrolls, as well as monthly tax remittances and quarterly and annual information return filings.

5. Bookkeeper in maintaining adequate record retention.

6. Network Administrator in maintaining good system controls (e.g. backups, upgrades).

In addition to the above, the treasurer will also:

7. Sign checks in accordance with appropriate authorization and approved (i.e. generally budgeted) expenditure guidelines.

8. Serve as chair of the Finance Team.

9. Correspond with special donors (stock gifts, nonmember gifts).

10. Report the actions of the Finance Team to the Administration Team.

11. Make monthly financial reports--revenue analysis, balance sheet and revenue and expense--to the Administration Team and Council as necessary.

12. Make the financial report at the Congregational meeting and make annual report available to the congregation at the end of the year.

13. Submit accurate financial records for review or audit according to church policy.

14. Suggest appropriate investment opportunities to the Administration Team.

15. Inform appropriate church staff of changes in fiscal matters.

16. Develop the annual church budget with the assistance of the Administrator and Finance Team.

