St. Swithun’s Church

Diocese of New Westminster, Anglican Church of Canada
Church Committee Position Description
Position Title: 



Treasurer 
Date approved by Trustees:


Date revised by Trustees:


1.0
OVERVIEW

The Treasurer serves as a member of the Church Committee and is elected or appointed annually at Vestry. The Treasurer reports to and takes direction from the Wardens and the Incumbent on financial matters. He/she is responsible for accounting of St. Swithun’s financial activities and is an authorized signatory for financial purposes.

2.0
RESPONSIBILITIES

2.1
Prepares and presents the parish’s annual budget for review by the Incumbent and the Church Committee and for approval by the parish at the Annual Vestry Meeting. 
2.2
Prepares and presents the operating account (receipts and expenditures) for each completed budget year to the parish at the Annual Vestry Meeting. 

2.3
Prepares financial information that may be required for Special Vestry Meetings.

2.4
Prepares monthly Income Statements (Cash Basis), Comparative Income Statements (Cash Basis) and Balance Sheet Statements (Cash Basis). Presents these statements to the Church Committee for review and approval. Provides additional financial information as required.

2.5
Presents the Auditor’s Financial Statements and Report to the parish for review and approval at the Annual Vestry Meeting.

2.6 
Liaises with the parish’s financial institutions regarding deposits, investments and related financial transactions.

2.7
Ensures proper procedures are followed and adhered to by those who count and deposit monies received by the Church.

2.8
Works with and oversees work completed by the Envelope Secretary.

2.9
Ensures that all accounts are dealt with in an appropriate time and manner, personally or by supervised delegate.

2.10
Serves as a resource to the Incumbent, Church Committee and the congregation regarding the parish’s financial well-being.

3.0
EXPECTATIONS

3.1
Attends and participates in monthly Church Committee meetings on a regular basis.

3.2
Reads Church Committee Minutes prior to the monthly meeting.

3.3
Follows up on ‘work to be completed’ between monthly Church Committee meetings.

3.4
Provides information to the Incumbent if unable to attend a Church Committee meeting.

3.5
Participates in the life of St. Swithun’s and listens to the congregation and talks with parish members / newcomers / visitors and brings their ideas and comments to the Church Committee meetings.

3.6
Attends the Annual Vestry and Special Vestry Meetings.

3.7
Shares information and ideas.

3.8
Seeks to understand the perspectives and interests of others and respects differences where they may occur.
QUALIFICATIONS
· A good working knowledge of bookkeeping and accounting methods in accordance with generally accepted accounting principles. 

· Should be prepared to make a “term” commitment in time and energy to carry out the requirements of the position.

· May require submission of a current Police Record Check with Vulnerable Sector Check obtained within the last 12 months – depending on the specific responsibilities of the Treasurer.
CODE OF CONDUCT
· Demonstrated ability to communicate in a helpful, tactful manner.

· Understanding of and ability to maintain strict confidentiality.
RESOURCES

· Diocese of New Westminster Canons and Constitution including Regulations. 

· The Parish Treasurer’s Manual published by the Diocese; downloadable from the diocesan website under Resources / HR and Screening
Sample only: Important

This position description was provided by a parish and is offered as a sample only. Please check it against the Generic Template provided in the Introduction section to make sure that all points are covered as they might apply in your own parish.

You are encouraged to alter the position description to fit the characteristics of your parish. Parishes differ in size, urban/rural location, range of programs, vision of parish/diocese, finances, ethnic groupings and other factors.

Essential

Most parish employees and volunteer leaders fall into the High-Risk Ministry category as defined by the diocesan Screening in Faith Policy. This includes providing a Police Record Check with Vulnerable Sector Check. This needs to be clearly stated in the position description.
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